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PREFACE 

In recent years particular attention has been given to improving the lan- 
guage, style, and composition of business letters. The type of letter which is com- 
posed largely of stock phrases is gradually disappearing, and in its stead much 
of modern business letter-writing is characterized by distinct literary quality and 
merit. Indeed we now have what may be termed the "literature of business." 

The object of this text is to supply a dictation course in business literature 
that will not only develop shorthand speed, but will also give the student a train- 
ing that will enable him to use the language effectively for general purposes. 
The materials of the text have been used effectively during the past seven years 
in the shorthand classes of two modern city high schools, in one of the largest 
private commercial schools, and also in a privately endowed industrial school. 

The course is contained in two volumes. Book One and Book Two, each book 
containing two sections designated as Section One and Section Two. 

Book One is intended for elementary and intermediate dictation classes. 

Book Two is intended for advanced dictation classes. 

Book One 

Section One contains one hundred letters and twenty selected articles that 
are well adapted in style and language for dictation to beginning students. The 
letters are general and simple in their character, so graded as to secure a harmoni- 
ous development of the mental processes employed in applying shorthand princi- 
ples and the manual act of writing connected matter. 

Section One is intended to provide practice for beginning dictation classes 
for one semester (usually the second) in high school shorthand courses, and for 
the beginning dictation classes of cormnercial schools. 

Section Two consists of two hundred and fifty letters and fifty articles which 
are likewise carefully graded. These letters were selected to provide a general 
dictation course such as should precede a later study and practice of classified 
correspondence relating to technical subjects. The material of this section wiU 
be found ample to provide for the needs of dictation classes in their second semes- 
ter in dictation work, and for the intermediate dictation classes of commercial 
schools. 

It will be seen that the letters and articles in both sections relate to a great 
variety of subjects. Selections have been made from the correspondence and 
house organs of some of the foremost concerns engaged in commerce and industry, 
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IV PREFACE 

from business magazines and books, as well as from standard authors whose 
books are found in the high school reading courses in English as prescribed by- 
college entrance boards. This combination of matter is one of the means pro- 
vided by the author to acquaint the student with all forms of business literature. 

The letters in this book were selected from the files of business concerns 
representing forty-seven different lines. While they were carefully edited, it 
should be stated that no attempt has been made to change the diction and general 
style of the originals; therefore, they may be accepted as fair examples of the 
best practice in modern business correspondence. 

It will be noticed that each letter has an appropriate address which pro- 
vides training in writing proper names in shorthand. The name of every state 
and practically every city and town of more than ten thousand inhabitants is 
included in these addresses. 

The selected words printed at the head of each letter and article are an 
important feature. These words should be given special practice before the stu- 
dent begins his practice on the letter or article following. These words, about 
five thousand in number, are arranged alphabetically, with their shorthand 
outlines, in the back of the book. 

One of the most valuable features of the course is the practical manner in 
which punctuation is taught. Superior figures are used above the punctuation 
marks in the letters to refer the student to the rules of punctuation given in 
Appendix A, page 225. To test the student's knowledge, every tenth letter is 
set solid without capital letters, punctuation marks, or paragraphing. 

The author has not overlooked the importance of providing a means for 
increasing the student's business vocabulary. The technical and semi-technical 
terms appearing in the letters have been arranged alphabetically and carefully 
defined and explained according to their use in business. This list appears as 
Appendix B, page 235. When these words appear in a letter they are italicized j 
thus directing the student's attention to the fact that they are to be looked up 
and studied. 

In order to assist the student in transcribing his notes in proper form, a 
number of facsimile letters have been inserted illustrating various correct forms 
of arrangement for both short and long letters. 

Not by any means the least important feature of the course is the system of 
footnotes in which the student is given special instruction relative to matters 
of stenographic routine with which he should be familiar. 

Appendix C, page 251, contains a list of the abbreviations commonly used 
in business together with the official list of abbreviations for the states as given 
in the United States Postal Guide. 



PREFACE V 

The shorthand reading and writing exercises contained in Appendix D, page 
288, are an attractive and valuable feature of the book. The notes provided are 
for fifty letters and four articles taken from Section One of the book and for sev- 
enty-five letters and eight articles of new matter, thus suppl3dng ample ma- 
terial for drill in keyed and unkeyed shorthand. 

Book Two 

Book Two contains classified correspondence selected from many different 
lines of business and a wide variety of "straight matter" dealing with various 
phases of commerce and industry, together with material used in the United 
States Civil Service examinations, court testimony, judges* charges, business 
forms, legal documents, etc. The reader is referred to the preface of Book Two 
for a more detailed discussion of the advanced part of the course. 

The author takes this opportimity to express his thanks to the many busi- 
ness firms that have contributed material; to those of his colleagues in the 
Pittsburgh High School who have offered suggestions in the preparation of the 
text; and to the several teachers and writers who have reviewed the shorthand 
outlines in the vocabulary. He is under special obligations to Mr. H. M. 
Rowe, Jr., and Mr. Benn W. Parker, who have read the entire manuscript 
and whose constructive criticisms and practical suggestions have contributed 
very largely to the value of the book. Credit is also due to them for suggest- 
mg the method of teaching pimctuation as exemplified in the text. 

C. G. R. 



TO TEACHERS 

In counting the words in the letters and articles, the practice of the Con- 
test Committee of the National Shorthand Reporters' Association has been 
followed. Compound words are counted according to the number of single 
words in the compound. Figures are counted as read. 24' 3" is read twenty- 
four feet three inches and is consequently counted as five words; $245.50 is read 
two hundred forty-five dollars and fifty cents and counted as eight words. Each 
initial in a proper name is coimted as one word. The addresses of the letters 
have not been included in the coimt. The total number of words is given at the 
end of each letter or article. 

To facilitate dictation of the articles at a uniform rate of speed, each article 
has been counted in groups of twenty-five words, making it possible to dictate 
the material at any rate of speed which is a multiple of twenty-five. The end 
of each hundred words is indicated by printing the number of words to that point 
in the margin. Beginning with number 53, the articles have been divided by 
asterisks into sections appropriate for a day's assignment. In such cases the 
selected words are divided at the same place. 

The shorthand outlines for the names of the states, the months of the year, 
and the days of the week, given on page 287, should be practiced as early in the 
course as possible. The student should also be familiar with the abbreviations, 
particularly the abbreviations for the states given on page 254, before transcript 
work is undertaken. 

The names of the cities and towns have not been included in the word-lists. 
The shorthand outlines for all the cities and towns used in the text are, however, 
given on pages 285 to 287, and they should be practiced as they are met with 
in the letters. 

The selected words should in all cases be practiced by the student before he 
begins his practice on the assignment. Pupils should be encouraged to outline 
the selected words for themselves, and should be instructed to consult the short- 
hand vocabulary only when their efforts have been exhausted, or in order to 
verify their outlines. Some words with which students have special difficulty 
have been repeated a number of times in the word-lists. The lists can very 
advantageously be used as exercises in spelling and syllabication. 

Recitation on the rules of punctuation exemplified in the letters, on the 
technical and ^emi-technical terms in each assignment, and on the footnotes 
should be made a part of the routine of each day's work. Pupils should be 
required to typewrite the letters set solid, making all necessary corrections 
and paying attention to good form and arrangement. The facsimile letters should 
be closely studied in this connection. The transcripts of these letters should 
be corrected by the students, under the supervision of the teacher, as a part of 
the regular class work. 
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DIRECTIONS TO THE STUDENT 

(1) Consider the proper names in the addresses of the letters as words for 
special practice. You should, from the beginning, form the habit of writing 
proper names in shorthand. Write their forms with great care. The short- 
hand outlines for the names of all the cities and towns used in this book are 
given on pages 285 to 287. 

(2) Practice the selected words printed at the head of each letter and arti- 
cle, together with the proper names, before practicing the assignment. 
The outlines for all the selected words arc found in the Shorthand Vocabu- 
lary, pages 255 to 284. Make an earnest effort to apply the principles of 
your shorthand system in outlining the selected words before consulting the 
Shorthand Vocabulary. 

(3) The small superior figures refer to rules for punctuation given in Appen- 
dix A, page 225. Do not fail to look up each rule as the superior figures occur in 
the letters. 

(4) Explanations of all italicized words are given in Appendix B, page 235, 
Definitions of these technical and semi-technical terms and expressions are 
given in order to broaden your business vocabulary and familiarize you with 
commercial terms. Do not fail to look up each italicized word. In transcrib- 
ing, pay no attention to the italics; that is, do not imderscore in your transcript 
words that are italicized in the letters. 

(5) The full forms of all abbreviations are given in Appendix C, page 251. 
Look up any with which you are not familiar. Review the entire list from time 
to time. 

(6) Pay careful attention to th^ footnotes in connection with the letters. Do 
any special work called for therein. Many matters are introduced, all of which 
are designed to increase your stenographic efficiency. 



Before proceeding with the work of the dictation course, do the following 
assigned work: 

(1) Turn to the Shorthand Vocabulary, page 287, and study the outlines 
for the names of the days of the week and the months of the year. Practice 
each one ten times. 

(2) The names of the states are written in shorthand on the same page. 
Study their outlines and practice each one ten times. 

(3) Turn to Appendix C, page 254, and learn the official Government 
abbreviations for the names of the states. 



In practicing the letters, the following routine is a good method to follow: 
Have two note-books, one for copying or home-work practice and the other 
for dictation and class-room work. Have both books ruled down the center of 
the page. Write only half way across the page, filling one side and then beginning 
at the top of the page to the right of the line. This has the effect of making your 
notes compact and prevents your acquiring a sprawling style of writing. 

ix 



X DIRECTIONS TO THE STUDENT 

Copy the letter from the text once into the class practice book. Laying the 
text aside, copy the letter from the shorthand just written (of course, reading 
with great care) into the home-work hook to the left of the line. Proceed to re- 
copy, writing now on the right side of the page in the home-work book. Con- 
tinue to copy in this manner until the letter has been practiced the assigned num- 
ber of times. Number the letters in order. 

When the page has been filled and the letter is to be still further practiced, 
write it again from the letter originally copied if it is inconvenient to take it 
from the preceding page. By following this method, you will have the advan- 
tage of both reading and writing shorthand throughout the practice work. Both 
are equally necessary to your success. 



SECTION ONE 



CONTAINING ONE HUNDRED LETTERS 

AND 

TWENTY ARTICLES 

Section One is designed to supply easy matter for use in the second semester 
of the high school shorthand course and for beginning dictation classes of com- 
mercial schools. The matter is representative of the simpler forms of modem 
business correspondence. The 120 letters and articles included supply ample 
material for the purpose stated, and when satisfactorily completed will ordi- 
narily prepare a pupil for intermediate dictation. It should be remembered 
that* in this part of the course a systematic drill on shorthand principles should 
be maintained daily in connection with the dictation practice. 
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Maroh 12, 1916. 



Kr. Walter B. ^Mnoer* 

215 Harlem Square, 
Mobile • Ala. 
])ear Sirt 

Tour order of the 10th Inet. la 
reoelTed, and it will hare our pronpt 
and oarefol attention. 

The speoial InetruotionB are noted, 
and the etooks will be parohaeed at the 
first faTorablo opportunity. 

Youre truly. 
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proper 

channels 

received 



distributor 

information 

requested 

♦Mr." F." K." Small,! 

3321 Lancaster Ave.,*'' 
Philadelphia/ Pa." 
Dear Sir:" 

Your letter dated March 30 
has just been received." We are 
writing our distributor giving the 
information you requested." It will 
thus reach you through the proper 
channels.!* 

Very truly yours,! (33) 



enclosing 
commercial 
attached 
receipted 



commands \ 
accept - 
Messrs. 
further 



Messrs.!® Josephs & Wilson,* 
607 Commercial Bldg.,!» 
Pittsburgh,! Pa.!® 
Gentlemen:" 

We have your letter of the 14tht 
enclosing your check for $144.82 
to cover the attached receipted bills,' 
for which please accept our thanks.!* 
We now await your further 
conunands.!* 

Yours very truly,! (42) 



J 



freight 
catalogues 



promptly 
complete 



Mr. Henry W. Young, 

437 W.!» 43dt Street, 
'New York City. 
Dear Sir: 

We have shipped you today by 
Pennsylvania fast freight two cases,^ 
*1090§ and #1091,* containing 
3660 of your catalogues. 

These should reach you prompt- 
ly and will complete your order. 

Yours truly, (44) 



compliance. ' 
reserved 



berth "^ 
request 



re- 



Mr. Thomas C. King, 

768 Vine Street, 
Albany, N. Y. 
Dear Sir:1[ 

In compliance with your 
quest,® we have reserved *®Lower 
Berth No. || 5,*^ Car 92 ,« Train No. 
97,* Albany to Erie,*^ Pa., " leaving 
Albany 11.27 P.M.,* January 26. 
Respectfully yours,! (37) 



estimate - pamphlets 

transportation ^^ inquiry 
southern ^ Atlanta " 

Southern Transportation Co., 

Atlanta, Ga. 
Gentlemen: 

Your letter of the Uth has 
been received. We shall send you 



* The form of address shown is the standard form which is always acceptable. Other correct forms 
are shown in the facsimile letters illustrated on pages 25, 67, 81, and 97. 

t When the month precedes the date, omit the st, d, or ih after the figure; but when the name of the 
month is omitted, always add the appropriate letter or letters to the figures. Compare the date in this 
letter with the one in the preceding letter. 

X Write d rather than nd or rd. 

§ Shippers find it convenient to number cases for purposes of identification. 

% The colon only is the proper punctuation after the salutation- 

IJ The abbreviations. No. and P.M., are usually capitalized. 
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an estimate for the 15,000 28-page3^ 
pamphlets within a day or two. 
We thank you for the inquiry. 
Yours very truly; (37) 



circulars 
connection . 
recent 



questions 

offerings 

enclosing 



Mr. J. R. Alfred, 

861 Thompson St., 
Baltimore, Md. 
Dear Sir: 

We have your letter of the 16th 
and are enclosing several circulars 
in connection with some of our re- 
cent bond issues. We shall be pleased 
to answer any questions that may 
occur to you in reading over these 
offerings. 

Yours respectfully, (43) 



appreciate , overlooked » I 
manufacturing'" Vitems 
invoices '- forward'. 



Jackson Manufacturing Co., 

Birmingham, Ala. 
Gentlemen: 

We should appreciate it very 
much if you would send us your 
check* for $13.50 to cover invoices of 
August 4 and September 24. You 
have,* no doubt,* overlooked these 
two small items. 

A copy of our new catalogue has 
gone forward to you. 

Yours very truly, (53) 
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attention 
maturity 



settlement 
August 



Messrs. F. J. Smith & Bros., 

143 Charles Street, 
Boston, Mass. 
Gentlemen: 

Allow us again to call your at- 
tention to our invoice of August 
19 for $37.50,» which is still open 
on our books. Since this bill is 
now nearly two months past maturity,^ 
we hope you will send us your check 
in full settlement at once. 

Yours respectfully, (53) 



telephone 

conversation 

imitation 



typewritten 

confidence 

samples 



The Edward K. Perkins Co., 

310 Troy Street, 

Bridgeport, Conn. 
Gentlemen: 

Following our telephone conver- 
sation with your Mr.*^ Wright,* We 
are enclosing several samples of our 
Imitation^^Typeivritten Letters,^ which 
we trust will please you. 

We shallt look forward with 
confidence to receiving a trial order 
from you very soon. 

Very truly yours, (43) 
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quotings ,^ 
process 
quality 
satisfactory 



considerable 
reductions 
quantities 
pleasure 



* A check is a written order directing a bank or banker to pay money as stated therein. It is presumed 
that the party writing the check has funds on deposit in the bank against which he issues the check. 

t Use "shall" to express simple futurity in the first person, and "will" in the second and third persons. 
Note examples throughout the text. 
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* lambert paint & varnish co buffalo 
n y gentlemen on december 24 we 
had the pleasure of quoting you on 
process letters but up to the present 
writing we have not received your 
order we know you were pleased 
with the quality of our work were 
the prices quoted satisfactory we 
can make considerable reductions 
on orders for larger quantities yours 



truly 



11 



applicant • 
terminal , 
division 
executed . 



1 



(55) 

concurrence'^ 
release 
courtesy 
attached • 



Mr. M. C. Baker, 

956 Monroe St., 

Cambridge, Mass. 
Dear Sir: 

Mr. S. Y. Eastman is an appli- 
cant for a position with the Phila- 
delphia Terminal Division of this 
Company and has executed the at- 
tached concurrence release blank. 

Will you kindly give us any in- 
formation you can as to the record 
of his service while in your employ?*' 
We shall appreciate your courtesy 
in this matter. 

Yours very truly, (59) 
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excellent 
investment 



facilities 
avail ' 



Mr. W. T. WiUiams, 

561 Market Street, 
Chicago, 111. 
Dear Sir: 

We have your letter of the 16th 
inst. and have placed your name 



on our mailing list to receive our 
Weekly Market Letters.f We do 
not issue bond circulars. 

We are in an excellent position 
to serve you in connection with 
investment matters and hope j'ou 
will avail yourself of our facilities. 
Yours very truly, (57) 
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liability ^ 
policy 
runabout n 



horsepower 

peerless 

premium 



Mr. J. H. Stone, 

647 Winston Ave., 
Cincinnati, Ohio. 
Dear Sir: 

We are enclosing a sample 
"^Liability Policy to cover your 
"Peerless Car. If it is a 1917 run- 
about or touring car,* 20 horsepower j^ 
the premium will be $47 ;" if of 30 
horse-power,* $63.75. An extra pre- 
mium of 15% will be charged if a 
second name is added to the policy. 
Respectfully yours, (65) 



stenographers 
shipment 



hardly 
better 



Messrs. Springfield & Brown, 

356 Weston Square, 
Cleveland, Ohio. 
Gentlemen: 

Your order through our Mr. 
Abrams for 2000 j>f414 Stenog- 
raphers'" Note s^Books has been re- 
ceived. We shall be able to make 
shipment of this order in about two 
weeks. We can hardly do any bet- 



• Typewrite all the letters which are set solid, punctuating, paragraphing, and capitalizing correctly. 
Reter to rules of punctuation, Appendix A, page 225. 

t Weekly market letters are used by brokers to keep their clients informed as to the general conditions 
of the speculative market; bond circulars are similarly used to give information concerning bonds. 
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ter than this owing to the amount 
of business we have under way. 
Very truly yours, (55) 
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duplicate . 
bill of lading ^ 
mentioned , 



I notify 



necessary 
freight 



Mr. J. W. Thomas, 

675 Lincoln Ave., 
Paterson, N. J. 
Dear Sir: 

We enclose duplicate of the bill 
of lading* showing that your goods 
went forward by freight on the date 
mentioned in our letter of the 10th. 
Should they not reach you within 
a day or two,* kindly notify us at 
once. We shall then have the 
goods traced j^* and if necessary,* 
we shall duplicate the shipment. 

In your reply,* please refer 
to FUe No. 465-A.t 

Yours truly, (73) 
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representative distribution 



] industrial 
institute 
explain 



J 



government .j^ 

relative 

inform 



Mr. L. C. Clinton, 

Armstrong Industrial Institute, 
Portland, Ore. 
Dear Sir: 

We are writing to inform you 
that in the course of a few days our 
representative,* Mr. E. F. Wynne,* 
will call upon you to explain certain 
matters relative to the distribution 



of some important government 
papers. 

We believe that this will be a 
matter of considerable interest to 
you and hope that you will give 
Mr. Wynne your attention. 

Yours respectfully, (64) 



ledger / 
draft \ 
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arrange/ 
protect 



Mr. H. K. Gardner, 

976 Webster St., 

Providence, R. I. 
Dear Sir: 

We note from our ledger thaf 
your account of October 30 is still 
unpaid. We must request that you 
kindly mail us a check for the full 
amount by return post. 

If we do not hear from you by 
the 10th," we shall draw a sight draft 
on you,' which you should arrange 
to protect. 

Very truly yours, (60) 
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various ' 
products 
machines 



I 



selection ^ 

requirements 

listed 



Mr. C. W. Wood, 

987 Front Street, 
Reading, Pa. 
Dear Sir: 

We have your inquiry of the 
12 th and are mailing to you under 
another cover a catalogue of our 
various products. The prices listed 



* Ask the teacher to show you a bill of lading. Refer to the explanation of the term on page 236. 

t This request is made so that the correspondence may be easily found in the files. The numerical 
filing system is used, in which each firm is given a number and all correspondence to and from that firm :s 
placed in the folder numbered correspondingly. The "A" indicates a sub-division of the file bearing that 
number. Files are sometimes arranged according to a geographical index, and still more frequently an 
alphabetical arrangement is used. 
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in the catalogue are those at which 
the machines are sold to users. 

Our local agent ,^ Mr. S. E. 
Richards,* will call upon you in a short 
time to assist you in the selection 
of a machine that will meet your re- 
quirements. 

Yours very truly, (71) 
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J 



leased • situation 

telephone ^^-^ satisfactory ^ '' 
wire cy^ originals ^ V 



service 0/ 



report/ '^ 



Mr. A. F. Madison, 

American Telephone Co., 
New York City. 
Dear Sir: 

Enclosed you will find report 
for the month of '^December cover- 
ing ^^Leased Wire Service in Divi- 
sion 2. 

In general,'' the situation during 
the past month has been satisfactory. 
A number of new contracts have 
been written during the month,* 
the originals of which have been 
sent to your office from time to time. 
Respectfully yours, (57) 



20 



c\ 



American, 
legal 4^^^ 
directory 1^ 
engaged ^ 

1 arlington 



•ti. 



preparmg 
supplement> 
publication \ , V f 
application ^^ , 

esq* flemington 



wm 

bldg richmond va dear sir we have 
your letter of the 14th instant order- 
ing one hundred copies of the ameri- 
can legal directory to be shipped 
by fast freight the shipment went 
forward today you will find a bill of 



lading enclosed in this letter we are 
now engaged in preparing a supple- 
ment to the directory a copy of which 
will be sent to you upon application 
very truly yours ■ (66) 



locality/ 
inquire <'- 



21 
canoes- v^^ 
concerning '*^, 

Mr. F. D. Dampman, 

610 Boyle Street, 
Rochester, N. Y. 
Dear Sir: 

We are informed by the Old 
Town Canoe Company that you 
have written them concerning their 
canoes. 

We are the sole agents in this 
locality for their product and have 
just received a full line of their new 
canoes. We shall be pleased to have 
you call and look them over. Kindly 
inquire for Mr. Shepard when you 
come in. 

Yours very truly, (65) 



"-^ 



f 
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accidents * ., adjustment^ 
superintendent V>equitable ^^ 
communicate* policy ^^ / 

Mr. L. A. Coleman, 

654 W. Clearfield St., 
Worcester, Mass. 
Dear Sir: 

7» re policy j^ 568,724. 

We have just received your let- 
ter of the 20th notifying us of your 
two accidents. This information has 
been turned over to our Worcester 
office for attention. The Superin- 
tendent there,* Mr. C. W. Swem,* 
will communicate with you at once 



* Esq. is usually used in addressing lawyers. Note that Mr. and Esq. must never be used with the same 
name; use either but never both. 
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^. 



and arrange for a prompt and equit- 
able adjusimeni. 

Sincerely yours, (65) 



r-^ 
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• covering \ opportunity fv ^ 

light-weight^ filing > V 

messenger' ^ cabinete^ \ * 

clerical^ charged// t 

Messrs. K. O. Stratton & Son, 

769 Georgia St., 
Toledo, Ohio. 
Gentlemen : 

We are sending you the enclosed 
bill covering 2000 light-weight" 6x4 
cards which we delivered to your 
messenger,* William H. Harrison,* 
on the 4th inst. 

These cards were charged 
through a clerical error to another 
party,' which explains our delay 
in sending you the invoke. 

When you have an opportunity," 
come in and look over our line of 
filing cabinets. 

Very truly yours, (68) 



envelopes ^s demonstrate 1 
northwestern ^-furnish 



letterheads 
anxious 



inducement^ 
convenience \ 



N. 



Northwestern Milling Co., 

Seattle, Wash. 
Gentlemen: 

We would again refer you to our 
estimate ;ff3881,* dated November 
21,8 in which we quoted you prices 
on envelopes and letterheads in one 
color of ink. 

We are anxious to demonstrate 
to you the high quality of the work 
we are prepared to furnish. Special 
inducements will be offered for a 



trial order. May we hear from you 
at your convenience?*^ 

Yours sincerely, (72) 



expires 
fountain, 
returns 
warrant' 



\v 
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insertions 
unquestional^ly 
continuous 
record 



The Danton Company, 

Fountain Block, 

Syracuse, N. Y. 
Gentlemen: 

We note that your fourteen- 
time** order expires with our issue of 
today," and we trust the returns so 
far received will warrant the placing 
of an order for a few extra insertions. 
The best advertising is unquestion- 
ably that which is continuous. 
Yours very tnily, 
P. S. The circulation of THE 
RECORD this mommg is 201, 286 
copies,* absolutely net, (67) 



/ 
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disposal 

laurel 

particular 



securities 

obligation 

facilities 



Mr. T. F. Green, 

628 Laurel St., 

Spokane, Wash. 
Dear Sir: 

We wish to place at your dis- 
posal our facilities for furnishing 
you with information regarding the 
investment market in general,^ or 
any particular securities in which 
you may be interested. 

If you will fill in and return to 
us the enclosed card," we shall be 
pleased to furnish such information 
without any obligation on your 
part. 

Very truly yours, (61) 
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\ 



premises_ 
removed 
courtesy 
opportunity 



Mr. L. F. Hobart, 

765 W. Atlantic Ave., 
Trenton, N. J. 
Dear Sir: 

We are pleased to learn that 
you have succeeded in obtaining a 
tenant for the premises,* 45 Jackson 
Street. 

We have removed our signs,** 
and at the same time we desire to 
thank you for your kindness and 
courtesy to us," and to say that 
we shall welcome the opportunity 
to assist you at any time in the future. 

Yours truly, (64) 



28 



factory 
Pacific 



master 
event • 



Messrs. Chas. E. Luckey & Co., 

398-402 Pacific Ave., 
San Francisco, Cal. 
Gentlemen : 

In reply to your letter of the 
11 th," we have a promise from our 
factory that your goods will be 
shipped on Thursday of this week. 
The master key will be forwarded 
with the shipment unless- our letter 
of today reaches the factory in time 
for our people to mail it as you re- 
quested. In that event,* you should 
get the key by Wednesday. 

Respectfully yours, (67) 



29 

representing specifically 
current remittance 

procure accommodate 

Mi. Daniel C. Butler, 

765 Hayes St., 

San Antonio, Tex. 
Dear Sir: 

If you can accommodate us with 
a settlement,*^ representing your 
June and July accounts,* a total of 
$15.92,* we should appreciate it 
very much. During the current 
month we have some heavy obliga- 
tions to meet,* which will require 
all the funds we are able to procure. 
Now that the matter is thus spe- 
cifically called to your attention,* we 
hope you wiU send us a remittance 
immediately. 

Yours respectfully, (75) 



30 



postal 
postmaster 
hearty . 



cooperating 

employes 

support 



* The Post Office Department publishes for /f«e distribution a pamphlet entitled, " Postal loformation." 
The regulations governing the various classes of mail matter, rates of postage, special delivery service , money 
orders, registered maS, foreign mail, etc., are given in the booklet. Every stenographer and prospective 
stenographer should secure a copy and keep it for reference. The pamphlet may be obtained at any posr 
office 



I 



mr j m hughes 467 mckinley st 
scranton pa dear sir I am sending 
to you today twenty-four (24) copies 
of our postal pamphlet which you 
requested of our mr fuller when 
he called on you several days ago 
I also desire to express the thanks 
of the postmaster for the hearty 
support that you have so kindly 
offered in cooperating with him 
in the education of your employes 
on postal subjects* respectfully yours 

(63) 
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barrel^- meraorandunj- 

English'' • * — ^ preparation 
Dustdown I excellent 



morning 



results 



Mr. Wo M. English, 

763 Albert St., 

Columbus, Ohio. 
Dear Sir: 

Your letter ordering a barrel of 
'^"Dustdown"" has been received. 
The shipment was made this morn- 
ing, i* and we are enclosing Invoice 
and mem,^^ bill of lading. 

We are very glad indeed to 
learn that you have secured such 
excellent results through the use 
of the preparation. 

Your orders will receive our 
careful attention at all times. 

Very truly yours, (61) 



32 



assistance 
square 
bulletin\ 
newspaper 



advertisers 
afternoon 
regular 
successful 



Mr. Taylor C. Bisbee, 

Wilmot Square, 

Grand Rapids, Mich. 
Dear Sir * 

Let THE BULLETIN* be of 
assistance to you. This newspaper 
is usually very successful in getting 
good help quickly for its advertisers. 

If your advertisement is tele- 
phoned or sent to this ofl5ce before 
11 o'clock" this morning,* it will 
be printed in today 's^^^ issue, ^ read 
this afternoon," and probably an- 



swered before night. Bill will be 
mailed at the regular rate. 

Yours very truly, (65) 



33 



over-remitted 
extent 



postage / 
reimburse 



Mr. R. A. Roberts, 

Second National Bank Bldg., 
Fall River, Mass. 
Dear Sir: 

We have today received your 
check No. 684 amounting to 
$31.85,^1 in payment of items of 
December 3,*^ $8.25,^0 January 8,* 
$18,13 and January 24,» $5.30,= 
for which we thank you. 

Please note that you have over- 
remitted to the extent of 30ff,* 
for which we take pleasure in enclos- 
ing postage to reimburse you. 

Sincerely yours, (79) 



34 



rumor 
ultimo , 
international 



incorrect 
quotations 
brokers • 



Mr. L. C. Lawson, 

583 Smithfield Street, 
Detroit, Mich. 
Dear Sir: 

Replying to your letter of the 
27th ultimoj^ I would state that the 
rumor that the International Text- 
book Company is in the hands of a 
receiver is incorrect. I have not 
heard any quotations on the stock 
and am not familar with its prospects. 
By writing to Brooks & Company,* 
Brokers* of this city,^ you will be 
able to get the desired information. 
Yours very truly, (68) 



* For the sake of attracting attention to the name, newspaper and magazine correspondents often have 
the names of publications written with capitals. 
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35 
manufacttudng 
vicinity V- 



floors 
cabinets 



Mr. W. J. Spencer, 

906 Avon Street, 
Dayton, Ohio. 
Dear Sir: 

Your letter of inquiry to the 
Hoo3ier Manufacturing Company has 
been referred to us,' as we are their 
special agents in Dayton and vicinity. 

We shall be pleased to have you 
call at. the store,' where we have 
these cabinets on our floors. If you 
will present the enclosed card when 
you come in,'' you will be assured 
of special attention in connection 
with the object of your call. 

Very truly yours, (74) 



36 



correction 


purchaser 


flint'- 


mirror 


mistake 


specification 


closets 


orders 



Mr. C. L. Townsend, 
19 Flint Street, 
Denver, Colo. 

Dear Sir: 

Enclosed you will find an order 
from the Siegd-Cooper Company for 
correction. A mistake has been 
made by you or by the purchaser 
with regard to the four Cbina Closets 
*238. On their order,' as you will 
notice,' is the specification j^^ "with- 
out mirror backs. "** Your order calls 
for mirror backs. Please make the 
correction and send both orders 
back to us. 

Very truly yours, (71) 



37 



pleasure 
mailing ^ 
extended "^ 



Wanamaker 

pianos 

require 



Mr. K. K. Porter, 

376 N. 56th St., 
S^ Philadelphia, Pa. 

Dear Sir: 

We have your letter of the 11th 
and take pleasure in mailing you a 
copy of our latest catalogue. Our 
representative in your city is John 
Wanamaker,' to whom we refer 
you for prices and such other in- 
formation as you may require. At 
his store you can see a full line of 
our pianos,^^ and every courtesy 
will be extended to you. 

Very truly yours, (67) 



38 



f 



volume V, 
purposes 



compelled 

bureau \ * 

unavoidably s. delayed! t 

Mr. Albert H. Mitchell, ' ' 

1143 Wilbert Street, 
Dallas, Tex. 
Dear Sir: 

In connection with your letter 
of the 29th ult.,® we are very sorry 
to be compelled to inform you that 
the publication of the report of this 
Bureau has been imavoidably de- 
layed. We expect,' however,' to 
have a supply of Volume I within 
a few days,' when a copy will go 
forward to your address. 

We trust you will find the report 
of some value for your purposes. 
Respectfully yours, (72) 



39 



vigorously 
provision ^ , 
indefinite 



prolonging 
personally 
collection 



Mr. L. H. Hood, 

Hood Provision Co., 
Des Moines, Iowa. 
Dear Sir: 

If our requests for payment of 
your account are being more plainly 
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and vigorously expressed than for- 
merlyi^' it is because business re- 
quirements prevent the indefinite 
prolonging of credits. Payment on 
your account is now nearly four 
months past due. This is the last 
request for settlement that we shall 
make personally. Failure on your 
part to give this letter due attention 
will result in our referring the ac- 
count to our lawyer for collection. 
Yours very truly, (78) 



40 



unsurpassed 

electrical 

consistently 



Mazda 
reverse 
lamps 



mr s k white 576 k st n e Washington 
d c dear sir our service is unsur- 
passed in point of prompt delivery 
of electrical goods we have a large 
stock always on hand and our prices 
are the lowest that can consistently 
be quoted when making up orders 
for anything in our line will you 
kindly send us copies of your speci- 
fications so that we may give you pur 
quotations please note the special 
quotations on mazda lamps on the 
reverse side of this sheet yours 
truly (76) 

41 
samples * "^ printing ' 

Broadway ^ -. guarantee" 

American Publishing Co., 

1221 Broadway, 

New York City. 
Gentlemen: 

Replying to your inquiry,* we 
enclose samples of our two styles of 
coin cards,^^ together with a copy of 
our latest price list which gives full 
information On orders of 10 M.*» 



or more,* we prepay freight charges. 
These quotations include printing on 
one side in one color without change 
of form,3 just as you have indicated 
in your copy. 

We shall be glad to have your 
order and can guarantee prompt 
shipment. 

Yours very truly, (78) 



business ' 
outgrown 
capacity 
quarters 



42 



removed 
garage,^ J 
equipped ^ 
continuance 



Mr. Nelson W. Watson, 

874 Logan Square, 
St. Louis, Mo. 
Dear Sir: 

Our business having outgrown 
the capacity of the building we now 
occupy ,^^ we are compelled to seek 
larger quarters. On or before No- 
vember 24,* our business will be re- 
moved to our recently completed 
building,* 4519-4523 Mississippi Ave- 
nue, ^ where we shall operate under 
the name of the Mississippi Garage. 
You will find us better equipped to 
serve you than ever before. 

We hope to merit the continu- 
ance of your business. 

Very truly yours, (82) 

43 
rendered | patrons 

convenience^ physicians 

Dr. L. D. Wilkins, 

4485 McKinley Ave., 
St. Paul, Minn. 
Dear Doctor: 

Not having heard from you in 
response to statement rendered," 
we are enclosing a stamped addressed 



C.H.LKHMAN 
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THE CENTRAL DISTRICT TELEPHONE COMPANY 

(BELL SYSTEM) 

Af SEVENTH AVENUE 

PITTS BUR OH, PA. 

May 1, 1916. 



Aokerman Printing Qo. , 

4570 Lil)erty Ave. , 
Pitteturgh, fa. 
Gentlemen: 

By reason of some necessary re- 
arrangement of oxir oable pairs in the 
locality in which your business offices 
are situated, we are compelled to change 
your telephone niimber in the near future. 

We assure you, however, that this 
change will cause you no inconvenience, 
and that your service will not be inter- 
fered with to the slightest degree. 

Yours ^eary truly. 




Contract Manager. 



CHL-CRB 
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envel<^e for your convenience in 
remitting. If you prefer to have us 
draw on you for the amount now 
due on your purchase,' as is requested 
by so many of our busy patranSj* 
kindly use the envelope to inform 
us of your wish. 

We know that physicians are 
busy people," but we really feel,^* 
Doctor,^^ that this matter should 
receive your immediate attention. 
Yours very truly, (84) 



44 



reliancet/ 



3. 



pictures ^- • 
pamphletV 



proceed | , * 
directions | 
engravings, c 

Mr. F. J. Boyer, 

1107 Dawson Street, 

Salt Lake City, Utah. 
Dear Mr. Boyer: 

We have your letter enclosing 
copy for the pamphlet," and we shall 
proceed at once to set it according 
to your directions. 

Our Mr. Evans hopes to be in 
Salt Lake City on Friday,' when 
he will call upon you. At the same 
time,^ he will have an opportunity 
to consult with Mr. Jackson of the 
Reliance Engraving Company about 
the engravings for the booklet. 

Yours truly, (70) 



45 
canceled /■ especially ^ 
president i booklet x 
/ acknowledge correspondence 



Mr. T. C. Hawkins, 

President, Stewart & Mills Co.-* 
Indianapolis, Ind. 
Dear Sir: 

We are returning in this letter 
your canceled note of August lO,* 
$885.71,8 with interest," and wish 
to acknowledge receipt of your check 
for $503.41 and new note,* $400.t 

We thank you for your prompt- 
ness in attending to this matter 
and hope to be able to serve you fur- 
ther in the near future. Have you 
come to any decision with reference 
to the little booklet about which 
we have recently been in correspond- 
ence? 

Very truly yours, (95) 

t ^ 

additional < eastern 

woolen receivmg 

Mr. T. W. Wilton, 

Eastern Woolen Company, 
Jersey City, N. J. 
Dear Sir: 

Replying to your letter of the 
11th instant,^ we shall be pleased to 
furnish you letterheads y^ in lots of 
10,000 or 20,000,8 at the rate of four 
dollars and sixty cents ($4.60)'* 
a thousand (1000) .'4 Additional or- 
ders in these quantities could be 
furnished at a price of three dollars 
and eighty-five cents ($3.85) a 
thousand (1000). 

May we have the pleasure of 
receiving your order in the near 
future?2i 

Very truly yours, (73) 



* In addresses of this kind, the entire expression, "President, Stewart & Mills Co.," is in apposition with 
Mr. T. H. Hawkins; consequently the expr^sion should not be divided, but written together on the second 
line. Mr. Hawkins is not "President" but he is President, Stewart & Mills Co. In general the practice ot 
writing Pres., Agent, etc., on the same line with the person's name prevails, but correct usage requires the 
form given in this letter. 

t A note is an unconditional written promise to pay a specified sum of money at a definite or deter- 
minable future time. 
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telegraph ,^ 
compiling 
automobile - 



department ^ 
accompanying 
reader^ 



Mr. S. W. Hamilton, 

357 Broad Street, 
' Kansas City, Kans. 

Dear Sir: 

THE EVENING TELE- 
GRAPH is now compiling certain 
data with regard to its '''Automobile 
News Department. Among other 
things,® we should like to know who 
are the readers of the Department. 
Inasmuch as you are interested in 
motors,* will you obHge us by stat- 
ing, ^ in the space provided for that 
purpose on the accompanying card,* 
whether or not you are a reader of 
THE EVENING TELE- 
GRAPH? This information is not 
for publication. 

Yours sincerely, (75) 



48 



platens 

Oliver 

Royal 



n 



Underwood 

parts 

wonder 



The Masters Company, 

693 Pacific Avenue, 
Los Angeles, Cal. 
Gentlemen: 

You will be glad to know that we 
can now fill promptly all orders for 
Oliver and Royal parts at factory 
prices. We have added a complete 
line of #2," #3," and ^5 Oliver 
parts and all Royal parts to our stock. 
We can also supply parts for the 
Underwood and L. C. Smith ma- 
chines. 

We wonder if you are having 
your platens recovered. If not,'' ask 
for our special ofifer. 

Yours very truly, (78) 



V> - inconvenience 
w operating 
public 



n 



familiar 
relations ^ 
pleasant 



Keystone Saw and File Co., 

1109 Filbert Street, 
Philadelphia, Pa. 
Gentlemen: 

We have found it necessary to 
change the call number of your tele- 
phone from Main 5343D to Main 
2390. You will find no inconveni- 
ence resulting from the change,' 
as all persons calling for your old 
number will be given the new one 
by the Operating Department un- 
til the public becomes familiar with 
the new number. 

We trust our relations may be 
as pleasant in the future as they 
have been in the past. 

Very truly yours, (84) 



50 



accuracy 
disputed ' 
affecting 
customer 



reasonable 

patient 

efforts 

V 



vigorous 

mr s c wilkins sec Chester manufac- 
turing CO omaha nebr dear sir the 
accuracy of the enclosed statement 
has not been disputed although 
pajnnent is now nearly three months 
past due. we cannot know the facts 
affecting a customers inability to 
pay an account when due . unless 
he writes us upon receipt of the first 
or second statement you have found 
us reasonable and patient at all 
times we shall find it necessary 
to make more vigorous efforts in 
the way of collection if we do not 
hear from you very soon yours 
very truly (85) 
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51 



commissioner 

education 

annual 



exhausted "]" 
documents ' 
distribution 



Mr. F. C. Stanley, 

English High School, 
Boston, Mass. 
Dear Sir : 

In reply to your letter of the 
lOth," you are informed that this 
Bureau has printed for free dis- 
tribution twenty thousand copies of 
the annual reports of the Commis- 
sioner of Education. I may say,' 
however,' that pur supply of the 
reports from 1905 to 1916,* the 
latest issued,* is entirely exhausted. 
These reports may now be obtained 
from the Superintendent of Docu- 
ments,* Government Printing Office," 
per the enclosed price list. 

Respectfully, (75) 



52 



interested 
demonstration 



practical 
writer 



Mr. C. J. Pierce, 

398 Wood Street, 

Atlantic City, N, J. 
Dear Sir: 

About a month ago you called 
at our store and seemed interested 
in our little Metz runabout. When- 
ever it may suit you,« we should 
be pleased to have you call and take 
a ride in the car so you can judge 
from a practical demonstration wheth- 
er or not it will suit your needs. 

Please ask to see the writer," and 
he will give you every attention in 
the matter. 

Yours truly, (73) 

* See fint note to letter 45. 



53 



attractive 

western 

exchange 



tjrpewriters 

indicate 

booklet 



Messrs. Wm. H. Henderson & Sons, 
Western Exchange Bldg., 
Louisville, Ky. 
Gentlemen: 

We have an attractive booklet 
that we want to bring to the atten- 
tion of your firm. It is about t3^e- 
writers,» it is free,' and it is full of 
interesting things. We want to send 
it to you,** but we want to be sure 
it reaches the desk of the right man. 
We shall appreciate it if you will 
indicate on the enclosed card to 
whom we shoidd send it. 

Will you be sure to mail the 
card today? 

Very truly yours, (82) 



54 



msurance 

handled 

promptness 



failure 
proofs 
machine 



Mr. K. C. Burns, 

Agent,* General Insurance Co.,* 
Chicago, III. 
Dear Sir: 

I wish to tliank you for the Co- 
lumbia Insurance Company's" check 
for $1079.79 in settlement of my 
claim for fire loss to my machine," 
the loss being covered by my policy 
#45786. 

In connection with the matter,* 
I want to thank you also for the 
manner in which the claim was 
handled," as well as for the prompt- 
ness with which the settlement was 
made. The only delay was caused 
by my failure to submit proofs. 
Very truly yours, (95) 
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55 



discount 

buyers 

furniture 



exposition 

inclusive 

display 



Mr. George Drake, 

476 Woodland Ave., 
Lynn, Mass. 
Dear Sir: 

Replying to your inquiry of 
January 7 in regard to discount,^ 
we may say that we allow 5% to 
large buyers. 

We shall show our entire line 
at the Furniture Exposition to be 
held in New York City from Febru- 
ary 27 to March 10 inclusive. The 
display will be in charge of our Mr. 
A. H. Aarons," and since you are 
planning to visit the Exposition,* 
we hope you will be sure to get in 
touch with him. 

' Yours truly, (85) 



56 



proposition 
imnecessary 



blank 
avenue 



Mrs. C. H. Silver, 

584 Riverside Avenue, 
Oakland, Cal. 
Dear Madam:* 

Is it possible that you did not 
receive our catalogue?" Is there 
anything about our proposition you 
do not understand? In either case,® 
if you will reply to the questions 
printed on the reverse side of this 
letter,® we shall be pleased to give 
you complete information as to the 
cost of the rugs in which you are 
interested. 

It is unnecessary to write us ' 
a letter — "just fill in the blank lines. 
Very truly yours, (78) 



57 



encyclopedia 
subscribers 



responded 
willingness 



on 



Mr. Frederick J. Reese, 

576 Davis Street, 
Duluth, Minn. 
Dear Sir: 

Your payment of $10 
"Nelson *s" Encyclopedia*'^ is now 
due," and we shall appreciate it if 
you will let us have your check 
for the amoimt as soon as convenient. 

In completing a work of this 
character,® the investment is neces- 
sarily very large ;'^ and we are,* 
therefore,* compelled to ask our 
subscribers for reasonably prompt 
payments when they become due. 

We are aware that you have 
always responded promptly hereto- 
fore," and we have full confidence 
in your willingness and ability to 
oblige us further. 

Yours very truly, (90) 





58 


liberty 


favorable 


standard 


multigraph 


nirbon 


correspondingly 


purple 


ribbons 



Messrs. L. C. Newton & Co., 

Crowell Building, 
New Orleans, La. 
Gentlemen: 

Under another cover we take 
the liberty of sending you a few 
sample sheets of our standard weight 
typewriter carbofi in black,^® blue," 
and purple. On this carbon we 
quote you the very low price of 
$5 a thousand sheets," f. o. b. 
Savannah. 

We hope this favorable quota- 



'Dear Madam" is the appropriate salutation in -writing to married women. 



18 



DICTATION COURSE IN 



tion will induce you to give our 
goods a trial. 

We can also supply you with 
t)q>ewriter and Multigraph ribbons 
at correspondingly low prices. 

Yours sincerely, (76) 



59 



subscription 

appliances 

progress 



arguments 
permanent 
yesterday 



Mr. O. S. Ladner, 

418 W. 14th Street, 
Nashville, Tenn. 
Dear Sir: 

r wrote to you recently on the 
subject of a subscription to OFFICE 
APPLIANCES," but have not heard 
from you. You are missing more 
than I am. Let me urge you to 
keep in close touch with progress 
in this field. After you have read 
the publication for a year,'' I shall 
need to offer no arguments to in- 
duce you to remain a permanent 
subscriber. 

A blank is enclosed for your 
convenience in subscribing. Today's* 
the day — '* you may forget about it 
tomorrow. 

Sincerely yours, (87) 



60 



complaints 
fiUed 



entirely 
envelope 



messrs k g Wallace & co 501 brewer st 
new haven conn gentlemen our at- 
tention has just been called to the 
fact that we have not received your 
envelope orders for some time past 
we are writing to inquire if the last 
order we filled was entirely satis- 
factory or if there are any com- 

* Why is the apostrophe used in this word? 



plaints concerning the work we -want 
your business and value it as much 
as ,any we have on our books a 
reply to this letter informing us 
why we have not been favored with 
your recent orders will be appre- 
ciated yours very truly (84) 



61 



refusing 


prior 


professional 


intend 


notification 


adjustment 



Dr. K. F. French, 

765 Professional Bldg., 
Newark, N. J. 
Dear Sir: 

In re F. A. Davis Company vs.*^ 
yourself. 

A claim against you has been 
placed with us for adjustment by 
the F. A. Davis Company of this 
city. If you intend to settle it,<^ 
wc should like to hear from you 
within a week. If you have just 
cause for refusing to pay this claim,® 
it would be to your interest to in- 
form us to that effect. Please state 
your case in definite terms. 

This is the last notification you 
will receive prior to our entering 
suit against you. 

Very truly yours, (93) 
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Mr. K. J. Franklin, 

. 157 Prudential Bldg., 
Milwaukee, Wis. 
Dear Sir: 

The problem of reaching new 
customers and reviving old ones gives 
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the average business man more 
thought than any other part of his 
business. 

Since 1858 we have been striv- 
ing to improve our Mailing Lists 
and keep them up to date,^* spending 
large sums of money every year to 
collect the data which will effect this 
object. As a result,® our lists are 
always dependable. 

We shall gladly send a repre- 
sentative to talk this matter over 
with you at your convenience,' if 
we are permitted to do so. 

Yours very truly, (95) 
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Dr. I. P. Trimble, 

573 High Street, 
Allen town, Pa. 
Dear Doctor: 

Our salesmen often report cases 
where a valued customer of ours has 
apparently become tired of the details 
associated with an installment ac- 
count. If you think it would be 
any inducement and are in a posi- 
tion to settle your account in full 
within ten days,'' we shall send you,* 
upon receipt of your check for the 
full amoxmt,' a complimentary copy 
of Winston's "Nasal Surgery,"^ price 
$2.50,8 published last January,^* 
and described in the enclosed circu- 
lar. This is one of the most practi- 
cal books we have issued in many 
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years. 



Yours truly, (98) 
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Mr. J. C. Redford, 

Lowell Business College, 
Lowell, Mass. 
Dear Sir: 

I wish you would look over this 
booklet and after reading it,* give 
our representative a few minutes 
to show you what the Burroughs 
is doing for business schools. 

If he can*tt demonstrate to your 
satisfaction that the Burroughs will 
not only assist you in taking care 
of the business you already have,** 
but prove to be an effective business 
getter for your school,* he will not 
trouble you further. 

Kindly sign the card — ^there is 
no expense or obligation. At any 
rate,* please read the booklet. 

Yours very truly, (92) 
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Carnegie Technical School, 

Pittsburgh, Pa. 
Gentlemen: 

Success in the mercantile and 
manufacturing world is due,* to 
a considerable extent,* to careful 
buying. All schools and colleges 
can save money by eliminating 
the middleman and buying their 
supplies from the manufacturers. 

We are wholesale dealers in 



* By this time the individuality of your notes should be fairly well developed. Accustom yourself from 
now on to estimate the amount of typewriting space which will be required for a given quantity of your short- 
hand notes. 

tHow does your shorthand system provide for distinguishmg can't and cannot, don't and do not, 
VDouldn't and Jifould not? 
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paper and can supply you with your 
needs in this line at the lowest prices. 
ELindly mail us the enclosed card 
with X marked after the items in 
which you are interested," or mail 
us samples of the papers you are 
now using and allow us to give you 
quotations. 

Very truly yours, (93) 
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Mr. T. D. Walters, 

6785 Bloomfidd Avenue, 
Minneapolis, Minn. 
Dear Sir: 

We have been informed that 
you are interested in the bicycles 
manufactured by the Pope Manufac- 
turing Co.," and we are writing to 
inform you that we are the agents 
for their wheels in this city. 

We shall be pleased to send a 
representative to your home or office 
any day or evening that you may 
designate. He will be prepared to 
give you catalogue prices and full 
information. 

We have an unusually large 
stock of bicycles," including the 
Pope,^° Dayton,^^ and Pierce Arrow. 
Very truly yours, (88) 
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Winters Publishing Co., 

329 University Place, 
Chicago, 111. 
Gentlemen : 

As our annual Education Num- 
ber," dated August i,* promises 



to be one of the largest we have 
published in twenty years,* I am 
writing to ask if I may be permitted 
to insert your advertisement in this 
issue. The jorms will close on Mon- 
day evening,* July 29. The price 
for the one insertion is $6.30. 

If you desire to be represented 
in this annual number,* just send 
me the enclosed postal,'* and I shall 
use the same copy as in the July 
magazine. 

Yours very truly, (92) 
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Mr. G. W. Kaplan, 

673 St. Paul Street, 
Memphis, Term. 
Dear Sir: 

We have your letter of the 4th. 
Our next sale of automobiles will 
take place on Tuesday,* August 
10. Our commission for making 
sale is 10%. You may limit the 
car as to price," and in case no sale 
is made,^ the charge for trial at 
auction}^ etc., " is $5. 

If you decide to place your 
Old's Runabout on the list for the 
next sale,* let us hear from you 
promptly. You should arrange to 
have the machine delivered at our 
place on Monday,* the day previous 
to the sale. 

Very truly yours, (98) 
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Mr. V. M. Munson, 

Principal,* Wyoming Seminary, 
Williamsport, Pa. 
Dear Mr. Mimson: 

Did you receive our calendar 
for 1916 which we mailed you on 
January 20? K not,* let us know 
and we shallf send you another. 

We have not as yet sent you 
samples of commencement invita- 
tions,^* but are now enclosing blanks 
for that purpose. We trust you 
willt make such notations thereon as 
you deem necessary and then return 
the blanks to us. Samples willf go 
forward immediately. 

We urge upon you the impor- 
tance of prompt attention to this mat- 
ter in order that later confusion and 
disappointment may be avoided. 
Yours very truly, (97) 

70 

musicales charitable 

lectures accessibility 

entertainments acoustic 

resolution possessed 

abatement educational 

mr chas w hawkins 769 armour 
bldg kansas city mo dear sir we 
again wish to call your attention 
to the advantages of witherspoon 
hall as a place for musicales lectures 
commencements and entertainments 
of a similar nature under a special 
resolution of the board we make an 
abatement of one-fourth from our 
regular prices for entertainments of 
a charitable or educational nature 
for which no admission fee is charged 



we trust you will inspect the premises 
very soon and thus be in a plosition 
to appreciate the advantages as 
to location accessibility and acoustic 
properties possessed by this hall 
very truly yours (94) 
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Mr. D. W. Shaw, 

3301 Wylie Street, 

Manchester, N. H. 
Dear Mr. Shaw: 

In a few days you will receive 
the December issue of the WORLD'S 
WORK,* which will complete your 
subscription. If the magazine has 
appealed to you,^ as we sincerely 
hope it has,* may we ask you to 
renew now and thus avoid inter- 
ruption in receiving future issues? 

Remittance of $3 may be 
made by check," money order, ^^ or 
cash. To facilitate ordering and 
for your convenience,* we are en- 
closing an order blank and return 
envelope. Kindly write your name 
on this blank and enclose it with 
your remittance. 

Yours very truly, (95) 
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* See first note to letter 45. 
t See note to letter 9.. 
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The Jacob Woods Sons Co., 
576 Manhattan Building, 
Milwaukee, Wis. 
Gentlemen : 

We cordially invite you to visit 
our exhibit at the Milwaukee Busi- 
ness Show,2 which will be held at 
Stevens Hall from March 28 to 
April 5. 

At this exhibition we shall dem- 
onstrate our full line of 58 different 
styles of Adding and Listing Ma- 
chines j^ several of which are noted on 
the enclosed card. If you will indi- 
cate on this card the machines in 
which you are interested and sign it,* 
we shall be pleased to send you ad- 
mission tickets and shall make special 
preparations to give you a personal 
demonstration of the ways in which 
our machines may be utilized in 
your particular business. 

Yours sincerely, (109) 
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literature 
details 



frankly 
investment 



Mr. J. C.Hugo, 

402 Houghton St., 
Fort Worth, Tex. 

bear Sir: 

In compliance with the request 
contained in your letter of the 10th 
instant,® we are enclosing our Sep- 
tember circular. 

In this circular you will find a 
selected list of sound investment 
bonds. Look this over and pick 
out one or more issues that particu- 
larly appeal to you;* then write 
us and we shall send you literature 
giving full details of each issue that 
you mention. We shall be glad 
to supplement the circulars with 



letters covering any bonds on which 
you wish further information. 

We trust you will write us fully 
and frankly in regard to your re- 
quirements in the investment line. 
Yours very truly, (107) 
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Mr. W. C. Staunton, 

American Machine Co.. 
Philadelphia, Pa. 
Dear Sir: 

The representative of the A. B 
Dick Company will give a demonstra 
tion of the uses and advantages of 
the Edison Rotary Mimeograph (as 
used in everyday office work)'*' at 
our store,* #904 Chestnut Street,* on 
Tuesday ,^'* Wednesday,^*' and Thurs- 
day of next week,* May 4 to 6. 

The machine will be shown on 
the main floor,* center aisle. We 
shall be pleased to have you call 
or send some one from your office to 
view the exhibit. 

The demonstrations will be given 
at 10 A.M.,io 1 P.M.," and 3 P.M. 

We trust we shall have the 
pleasure of meeting you or your rep- 
resentative. 

Yours very truly, (113) 
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The Fenner Grocery Co., 

334 Queen Street, 
Camden, N. J. 
Gentlemen: 

We are able to make a still fur- 
ther reduction in prices on Grape 
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Juice,^* and on all orders shipped 
after this date the discounts quoted 
on the sheet attached hereto will 
apply. 

Changes have also been made 
in our new trade price list,* (some 
quotations being lower,^* but none 
higher) '^ as shown on the back of this 
letter. 

The high standard of our product 
will be maintained and its purity 
guaranteed. It is simply the pure 
juice of fully matured Concord 
grapes. 

Please do not place your order 
for spring delivery until you have 
had an opportunity of inspecting 
our samples. 

Yours very truly, (105) 
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Mr. G. S. Blackman, 

1433 Burlington St., 
Akron, Ohio. 
Dear Sir: 

We shall appreciate an oppor- 
tunity to submit an estimate on the 
printing of your catalogue or book 
of designs. 

We have done work along this line 
for a number of Ohio firms and have 
every reason to believe that our 
productions were entirely satisfactory. 

Will it be possible for you to set 
a time when our representative may 
call to see you in regard to the matter? 
Of course,* you will be under no obli- 
gation to order from us. We believe,* 
however,* that we can convince you 
that we have superior facilities for 
turning out high-grade* work. 



Wc shall thank you for the 
courtesy of an early reply. 

Very truly yours, (114) 
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Mr. B. Y. Yates, 

The Emerson Co., 
Albany, N. Y. 
Dear Sir: 

Last August we allowed 25% 
discount from our printed price list 
for the high-grade^^ "Emco"^* Auto- 
mobile Oils and Greases,^ ^ with the 
result that we gained a large num- 
ber of new and satisfied customjers. 
We intend to repeat this offer dur- 
ing March,io April,^^ and May. 

Enclosed you will find our price 
list and guarantee. From these prices 
we shall allow 25% discount and 
in addition prepay the freight charges. 
Remittance must accompany the 
order to secure the discount. 

We guarantee that every gallon 
of our oil will give entire satisfaction,^* 
or money refunded. 

If you use the enclosed blank 
in ordering,*' it will facilitate matters. 
Very truly yours, (116) 
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Dr. A. F. Wilder, 

Registrar, Grove City College. 
Grove City, Pa. 
Dear Sir : 

Enclosed you will find informa- 
tion blank for the revision of the 



* All such words as "hii;h-erade" and "first-class" are compound adjectives and should be written with 
tbe hyphen 
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fifth volume of Patterson's" College 
and School Directory of the United 
States and Canada. 

It is our desire to have the work 
thoroughly accurate and up-to-date," 
and we shall greatly appreciate your 
kind assistance in giving us the in- 
formation called for on the blank 
and returning it to us promptly. 

At the same time,* we should 
like to receive a late copy of your 
catalogue,* which will be filed for 
future reference. 

Thanking you for the many 
courtesies extended to us in the past,* 
we are 

Respectfully yours, (103) 
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Messrs. Bliss & Whitaker, 

678 Liverpool Street, 
Jacksonville, Fla. 
Gentlemen: 

Replying to your letter of the 
26th,* we can manufacture for you 
pens similar to the sample you sent 
us," and we will* guarantee to make 
the heel the proper curve for the 
penholder you are using. About 
thirty days will be required to com- 
plete your order. 

We are sorry that the No. 5 
pens you purchased are not satis- 
factory for your work. If you 
wish,* we shall exchange them for 
any other number. We enclose for 
your inspection samples of eight dif- 
ferent numbers together with our 
complete price list. 



Please let us hear from you again 
so that we can adjust the matter 
to your satisfaction. 

Yours very truly, (112) 
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mrs marian s wilson 2729 st james 
ave harrisburg pa dear madam you 
will be very much interested in the 
piedmont catalogue you wrote for 
and which was sent today it de- 
scribes and illustrates the very finest 
line of red cedar chests and ward- 
robe couches that can be manu- 
factured do not hesitate a moment 
to send us your order for your choice 
of chest as our guarantee puts all 
risk on our shoulders the chest or 
couch you order must please you 
fully before the sale is complete since 
we assume all responsibility why not 
send in your order today and begin 
getting that protection which the 
chest insures just as soon as it reaches 
you we thank you for the consider- 
ation you will give our offerings 
yours very truly (120) 
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Mr. K. Y. Walters, 

Sec, Joseph Campbell & Sons, 
Camden, N. J. 
Dear Sir: 

In the last issue of the New York 
Telephone Directory,* we find that 



* Determination is expressed by "will" in the first person and "shall" in the second and third persons. 
Compare with note to letter 9. 
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AND 



PAPER HANGERS* SUPPLIES, 



NEWYORK *-o CHICAGO- 
CABLE AODRE.SS-. BOSCHLOpr: 
ABC CODE 4>'r&5^E0lTl6N. 
TCLCPHONC e064 GRAMCRCY. 



890-892 BROADWAY, 
be?. l9»&aO«Str«ers 




April Thirteen 
Nineteen Sixteen 



Mr. Chas. W« Wilklii8oa» 
22 N. Pint Ave., 
Kinneapolis* llixm* 

Dear Sin 



We thank you for jonr order of Ajpril 10 « ^ioh Ur* Pieroe 
has Jast sent us* Vb shall undoiihtedly ship it as yon request 
in a few days* 

Wd weloone new oast oners to dealings with our firm, and 
assure them of oipr desire to serve them in every way that the 
msrit of our goods and our position and experience make possible. 
Kr* Pieroe speaks of you and your business in such a way as to 
leave no doubt in our minds that our relations will be most 
pleasant* and the reports from the agenoies also indioate that 
you are fortunate in your standing. 

Tou are no doubt familiar with suoh blanks as the enclosed, 
and with the polioy whioh we maintain for the sake of our custom- 
ers not less than ourselves, of going direct to the oustomsr for 
more detailed information about his business than the agenoies 
oan give. 

le look forward to pleasant personal relations in the future. 

Tours sincerely, 

HBHRT BOSCH OOMPANY 




Sales Uanager* 



1 Bnol. 
UOC/FB 
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your company has an office in that 
city. 

It occurs to us that you might 
find it advantageous to avail your- 
self of one of our short period con- 
tracts for daily telephone service to 
your New York office at an attrac- 
tive special rate. 

We should also b*ke to call your 
attention to our new schedule show- 
ing the rates for different classes of 
service. We shall be very glad 
to have our representative call upon 
you at your request to explain the 
advantages of this service. 

Sincerely yours, (101) 
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Mr. K. H. PhiUips, 

Eastern High School, 
Covington, Ky. 
Dear Sir: 

We thank you for your order 
for one copy of Graves* "Students'*^^ 
History of Education.^^s This is 
being referred to the order depart- 
ment for prompt attention. 

Monroe's" "Textbook in the 
History of Education"** lists* at 
$1.90,1* and Monroe's "Source Book 
in the History of Education,"'^ at 
$2 .25 . From the list price,° we quote 
you our regular discount of 20%," 
carriage being charged for extra. 

We have a complete list of edu- 
cational works,* comprising many 
subjects,® and recommend it for 
consideration when you are in need 
of additional books. 

Very truly yours, (100) 
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Mr. G. Y. Yeager, 

674 Lake Street, 
Erie, Pa. 
Dear Sir: 

With your remittance for $2 16. 1 2 
you enclosed freight receipt for $2 
covering transportation charges on 
shipment from our Pittsburgh branch 
on August 21. 

In order to be entitled to trans- 
portation charges,* shipments must 
weigh 100 lbs. or more. As the 
shipment in question weighed only 
55 lbs.,® we cannot consistently allow 
the amount of your deduction. 

Kindly send us your check for 
$2. If you prefer to include the 
amount in your next remittance," 
this will be entirely satisfactory to 
us. 

Yours very truly, (97) 
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The M. E. Cunningham Co., 

478 Easton Ave., 

East St. Louis, 111. 
Gentlemen: 

We have your letter of Novem- 
ber 24 in regard to the Commercial 
Graphophone,^* and we note your 
decision not to take the matter up 
at the present time. 

We thank you for the courtesy 
you have extended to us in perusing 
our literature," and we feel sure that 
in the very near future you will recog- 



* "List price" is the quoted catalogue price. It is usually subject to discounts allowed by the seller. 



\X 



BUSINESS LITERATURE 



27 



nize the need of installing this 
modem office appliance. 

We assure you that we shall be 
only too glad to be of service to you 
at any time. 

Sincerely yours, (87) 
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Mr. J. K. Folen, 

875 E. 45th St., 

Fort Wayne, Ind. 
Dear Sir: 

The premium on policy 

789654,8 due on May 24,» 1916,* not 

having been paid as required by the 

contract," the policy has lapsed 

and become forfeited. 

Under the terms of the policy,* 
there is the right to a paid-up^ policy 
for $87 provided written application 
therefor* is mailed and the policy 
returned to us on or before June 20. 
Otherwise the policy will stand for- 
feited,** and no value can subsequently 
be allowed for it. 

Yours very truly, (93) 

86 
regarding expectations 

mouth-pieces suggest 
instruments comets 

Mr. A. F. CoUins, 

859 E. 4th St., 
Houston, Tex. 
Dear Sir: 

We have your letter of the 13th 
and note your wishes regarding 
mouth-pieces" for the instruments 
we are shipping you today. 

We shall follow your instruc- 



tions and hope to please you. If 
the mouth-pieces do not come up 
to your expectations in every way,* 
do not hesitate to inform us,t^* 
and we shall make any changes that 
you care to suggest. 

We shall look forward to receiv- 
ing a favorable report on the comets 
when they are received. 

Very truly yours, (84) 
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Mr. C. W. Mason, 

785 Fourth Avenue, 
Altoona, Pa. 
Dear Sir: 

In reply to your courteous letter 
of June 9,* we shall be very glad 
indeed to have you retain the speci- 
men volume of "The Historians't 
History of the World"** fgr some days 
longer so that you may haye an 
opportunity to examine it carefully. 

We have also noted your request 
to examine a copy of "C g u r t 
Memoirs,"" and we are sending you 
a specimen volume bound in Half 
Morocco. 

We certainly hope that you will 
avail yourself of the low prices on 
these two works. The offer expires 
positively on June 30. 

Very truly yours, (98) 
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* Distingtiish in meaning between "therefore" and "therefor." 

t Use the word "inform" ^instead of the hackneyed expression advise you when information is v^ven. 

t State the reason for the position of the apostrophe in this word. 
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Miss N. G. Felton, 

859 Parkview Avenue, 
Charleston, S. C. 
Miss Felton* : 

In reply to your letter of the 
16th instant,* we take pleasure in 
enclosing a list of our sailings from 
New York and Boston to the Mediter- 
ranean. We are also sending plans 
of the steamers with a schedule show- 
ing the first-class fares and an illus- 
trated booklet descriptive of the 
service. Round trip tickets are is- 
sued at a rebate of 10% on the return 
portion of the fare. 

If you will kindly let us know 

when you wish to sail and the tjrpe 

of accommodations you desire,' we 

shall be pleased to submit an offer. 

Yours very truly, (103) 
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Mr. K. Y. Palmer, 

Alliance, Ohio. 
Dear Sir: 

With reference to your order and 
remittance of $10.57 in the form of 
express money order ;^ 5 108976,^ we 
have at the present time no record 
of receiving the money order in 
question. Rather than delay your 
order,<* we are going to make ship- 
ment on open account," and we shall 
take up the matter of the money 
order with the express company. 

In accordance with your re- 



quest,* we are also sending our special 
catalogue of men's" clothing. In it 
you will find some remarkable bar- 
gains in splendidly tailored garments. 
All our garments are right up to the 
minute in cut and material. 

Very truly yours, (121) 



90 



candidate 

Republican 

judicial 

convention 

nomination 

subdivision 



canvass 

delicacy 

propriety 

fellow-citizens 

candidacy 

extensive 



mr h j madison 589 dawson street 
canton ohio dear sir I shall be a 
candidate at the next republican 
judicial convention for the nomina- 
tion of common pleas judge in this 
subdivision of the 4th judicial dis- 
trict I shall not be able immediately 
to make an extensive personal can- 
vass of the county and hence at this 
time must have recourse to this means 
of bringing the matter to the atten- 
tion of the republican voters of 
muskingum county appreciating the 
importance of the office and the 
delicacy of approaching my fellow - 
citizens on this subject I do not feel 
that I can with propriety do more 
in this letter than call your attention 
to my candidacy I shall surely ap- 
preciate your favorable consideration 
respectfully yours (116) 
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* While some writers address unmarried women as Dear Madam, or Dear Miss — , the form given here 
is preferable. It is formal and avoids a semblance of familiarity, and is particularly desirable when the 
addressee is not personally known to the writer. 



\ 



BUSINESS LITERATURE 



29 



Mr. S. J. Davenport, 

Pennsylvania Railroad Co., 
Pittsburgh, Pa. 
Dear Sir: 

In accordance with our tele- 
phone conversation of this morning,* 
we enclose notice showing revised 
hours of work for our East Pitts- 
burgh,io Turtle Creek," and Shady- 
side plants. We also enclose notice 
which we are posting," showing the 
proposed revision of trains to meet 
this new schedule. We trust you 
will shortly be able to improve the 
service east on weekdays. The 
schedule has never been satisfactory. 
You will note that the first train which 
our men can take to Irwin," etc.," 
does not leave imtil 5.48 P.M. With 
our new hour of stopping work,* 
viz.,* 5.15 P.M.,* the wait wiU be 
longer than ever. Please let us 
hear from you. 

Yours very truly, (119) 
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Mrs. H. J. Henry, 

Albuquerque, N. Mex. 
Dear Madam: 

As you request,* we are enclos- 
ing our check for $5.89 representing 
the purchase price of the bath robe 
and sweater you are returning. This 
includes transportation charges. 

We are sorry the sweater wcs 
too small," and that the bathrobe 
was not exactly what you ordered. 
While we would naturally appre- 
ciate an opportunity of sending you 
another bath robe and sweater that 



would come up to your expectations 
in every way,* we cheerfully return 
your money in accordance with our 
guarantee. 

Should you desire to order again,* 
we are enclosing an order blank and 
stamped envelope for your con- 
venience in so doing. Your instruc- 
tions will be accorded our special 
attention. 

Yours very truly, (119) 
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Miss Elizabeth Birmingham, 
The West Side Apartments, 
Holyoke, Mass. 
IMiss Birmingham: 

Some time ago we sent you,* 
in answer to your inquiry, « our book- 
let,* "How to See Germany,"* and 
full information regarding the Bal- 
timore-Bremen service of the North 
German Lloyd. You have no doubt 
read the booklet with interest and 
have noted many hints which have 
enabled you to more intelligently 
plan your tour abroad. 

We now take pleasure in send- 
ing the latest sailing list and rate 
sheets,^* and if you have not yet made 
other arrangements,* we hope you 
will write us at once regarding your 
bookingt for the coming season. 
The steamers are rapidly filling up,^* 
and it is important for you to let us 
know your wishes as soon as possible. 
Very truly yours, (119) 



* Look up in Appendix C, page 253. 

t Booking, as here used, means the reservation of passenger acconunodations for a proposed tripb 
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Mr. L. F. Levine, 

438 Haskins St., 
Johnstown, Pa. 
Dear Sir: 

Now that you have had a good 
opportunity to become acquainted 
with the new HERALD," you have 
doubtless made up your mind not 
to be without it after the specimen 
copy ceases on Saturday. 

Much might be said of the 
merits of the HERALD and its ser- 
vice in the home and at the office," 
but if reading it daily for four weeks 
has not convinced you of its value 
and superiority,* then an)rthing fur- 
ther we might say here would be 

superfltums. 

But taking it for granted that 
you will want to keep right on meet- 
ing the HERALD at breakfast 
every morning," we enclose a postal 
card for your convenience in ordering 
it regularly. 

Very truly yours, (118) 
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Mr. C. W. Georges, 

583 W. London Street, 
Elizabeth, N. J. 
Dear Sir: 

In a few days you will receive a 
new 34 X 4 No-Rim-Cut All-Weather 
Tread Casing in place of the old one 
you sent in. If this casing does not 



reach you in due time," kindly notify 
us so we can trace the shipment. 

Whenever we can be of any 
further assistance to you," kindly 
take the matter up with our nearest 
branch located at 147 Euclid Ave- 
nue,* Jersey City," N. J. We have 
competent men in charge there,* 
who will be glad to give you any 
assistance in their *power. You will 
be sure of receiving prompt attention 
and at the same time make consider- 
able saving in your shipping bills. 
Yours very truly, (122) 
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Mrs. H. Y. Yoder, 

487 Park Place, 
Dallas, Tex. 
Dear Madam: 

We are very sorry to note that 
you have not used your charge 
account for some time. It has 
occurred to us that you will in all 
likelihood have many purchases to 
make during the coming holidays,^* 
and we desire to inform you that the 
account is still open and available 
at any time you care to patronize us. 

We sincerely trust you have not 
refrained from dealing with us be- 
cause of any unpleasant transac- 
tion. We appreciate your patron- 
age and desire to do everything in 
our power to make your shopping in 
this store a source of pleasure and 
profit. If you do have a grievance,* 
we welcome the opportunity to ad- 
just the matter to your satisfaction. 

We hope to see you at our store 
within the next few weeks. 

Very truly yours, (135) 
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J. H. Harding, Esq., 

746 MarshaU Bldg., 
St. Joseph, Mo. 
Dear Sir: 

We are enclosing our catalogue 
of legal blanks and lawyers'^" supplies 
and ask you to file it for future refer- 
ence. 

We should like very much to 
receive an order from you now," 
and for that purpose we shall make 
you a special offer which we think 
will appeal to you.^ Provided 
you order within ten days from the 
receipt of this letter,® we shall make 
you a special discount of 10% on 
all legal blanks. An additional dis- 
coimt of 10% will be made for cash 
within ten days. 

We shall ship the blanks prc- 
Daid upon approval," and you can 
return them to us at our expense 
if they are not entirely satisfactory. 

Yours truly, (120) 
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Mr L. C. Warren, 

4b 1 Spencer St., 

Hartford, Conn. 
Dear Sir: 

We note from the card report 
you recently sent us that you will 
soon need new tires," cases," and 
tubes for your machine. We should 
like very much to have you try the 
Goodrich tires when you are again 
in the market. We are confident 
you will find that our new tires will 



give you better service than you 
have previously secured from any 
other make of tire. 

We enclose a price list," and if 
cash accompanies the order,* you 
may deduct 5% from the prices 
quoted on the attacljed sheet. 

A list of our branch stores is 
also enclosed. You will receive 
prompt and satisfactory service if 
you purchase through the nearest 
branch. 

Yours very truly, (121) 
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Mr. J. B. WeUer, 

478 Watson Bldg., 
Lawrence, Mass. 
Dear Sir: 

We have written you on several 
occasions with reference to your 
policy #467892," suggesting that 
you make application for its rein- 
statement. As we have heard noth- 
ing from you in reply,* it occurs to 
us that your failure to act on our 
suggestion may be due to an impres- 
sion on your part that the cost of 
such reinstatement would be pro- 
hihitive. 

Would you be interested m a 
proposition looking toward the re- 
instatement of this policy in payment 
of premiums to April 24,** 191 7,^ if 
it did not involve any cash outlay 
on your part at the present time? 

We shall be pleased to com- 
municate the details of our proposi- 
tion if you will indicate your will- 
ingness to consider it by signing 
and promptly returning the enclosed 
form. 

Yours very truly, (141) 
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charter provision co little, falls n y 
gentlemen it has been our custom 
to render you a bill with every pur- 
chase following this at the end of 
the month with an itemized state- 
ment showing all purchases made 
during the month some of our 
customers have informed us that they 
do not wish a daily bill as the itemized 
statement mailed at the end of the 
month is all that is necessary our 
experience has taught us that in a 
great many cases the daily bill is 
a hindrance as the apparent duplica- 
tion of charges often causes confusion 
we are very desirous of rendering 
the best service possible to our trade 
and would thank you for your 
cooperation in this matter if you 
have found the daily bill unnecessary 
and would be better pleased to 
receive only the monthly statement 
containing all the purchases of the 
month will you kindly so inform us 
yours very truly (148) 
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"Don't Give Too Much tor the 
Whistle." 

When I was a child of seven 
years old,* my friends on a holiday 
filled my pocket with coppers. I 
went directly to a shop | where they 



sold toys for children,** and being 
charmed with the sound of a whistle 
that I met by the way in the bands 
of I another boy," I voluntarily of- 
fered and gave all my money for 
one. I then came home and went 
whistling all over the house," much 
pleased | with my whistle,** but dis- 
turbing all the family. My brothers 
and sisters and cousins,** understand- 
ing the bargain I had made,* told 
me I had given | four times as much loo 
for it as it was worth,* put me in 
mind what good things I might 
have bought with the rest of | the 
money,* and laughed at me so much 
for my folly that I cried with vexa- 
tion;'^ and the reflection gave me 
more chagrin than the | whistle gave 
me pleasure. 

This,* however,' was afterward 
of use to me,** the impression con- 
tinuing on my mind,' so that often 
when I was .tempted | to buy some 
unnecessary thing I said to myself,** 
** "Don't give too much for the whis- 
tle,"*^ and I saved my money. 

— Benjamin Franklin. (196) 
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Am I? 



I am more powerful than the 
combined armies of the world. 

I have destroyed more men than 
all the wars of the nations. 
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lam I more deadly than bullets/^ 
a,iid I have wrecked more homes 
- than the mightiest of siege guns. 

I steal, B in the United States 
alone," over | $300,000,000 each year. 

I spare no one," and I find my 
victims among the rich and the poor 
alike,^® the young and the | old,^° the 
strong and the weak. Widows and 
orphans know me. 

I loom up to such proportions 

that I cast my shadow over every 

oo field I of labor," from the turning of 

every grindstone to the moving of 

every railroad train. 

I massacre thousands upon thou- 
sands of wage gamers in a | year. 

I lurk in unseen places," and 
do most of my work silently. You 
are warned against me," but you 
heed not. 

lam relentless. | 

I am everywhere — '*in the 
home," on the streets," in the fac- 
tory,*° at railroad crossings," and 
on the sea. 

I bring sickness,^" degradation," 
and death," | and yet few seek to 
avoid me. 

I destroy ,^° crush" or maim;" 
I give nothing but take all. 

I am your worst enemy. 
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I AM 1 CARELESSNESS ! 1 ! 

(201) 
— Toledo Blade. 
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Courtesy in Business 

George J. Whelan,* the genius 
who built the United Cigar Stores 
Company,* is a dynamic," driving," 
I-want-itndone-now sort of a man. | 
And yet,' strange as it may seem,* 
he appreciates all the little atten- 
tions which a perfect salesman would 
give to a customer. 

Whelan has capitalized | Cour- 
tesy. The first commandment in 
the instructions given the United 
Cigar Stores salesman is this:** 

»* "Th'ank You. / 

Alwaj^ acknowledge a purchase 
with a genuine ***thank | you," 
sir,' " or *thank you," madam,' 
or some variation of the phrase ;2^ 
as,* for example,* *many thanks,' or 
'much obliged to you.' Say what- 
ever you I say out loud as if you lo? 
meant it. Under no circumstances 
must this rule be violated." 

Kendall Banning says that every 
salesman in the organization | was 
startled one day to receive from 
Whelan a personal telegram that 
questioned :»* "Did you say 'thanis 
you' " to every customer you waited 
on today?" " | 

Replies poured in by telephone," 
telegram,** and by letter. No sales- 
man could ignore it. By that sim- 
ple act Whelan raised a little para- 
graph from his | book of rules to 
the dignity of a vital issue. The 
memory of that telegram will stick 
for years. It was good business 
because it | was good psychology. 200 

(203) 

— Efficient Advertising, Robert 
Smith Printing Co., Lansing, 
Mich. 
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honestly / ignoble >^ 
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everlastingV^ discipline \ , 

gospel v' development (J^ 

anviP y patterns 

Have You Found Your Place ? 

If there be one man before me 
who honestly and contentedly believes 
that, 8 on the whole,* he is doing that 
work to which his powers, | are best 
adapted,* I wish to congratulate him. 
My friend," I care not whether your 
hand be hard or soft;" I care not' 
whether you | are from the office 
or the shop;2« I care not whether 
you preach the everlasting gospel 
from the pulpit," or swing the 
hammer over the | blacksmith *s an- 
vil; 28 I care not whether you have 
seen the inside of a college or the out- 
side;** whether your work be that 

100 of the head | or that of the hand;" 
whether the world account you 
noble or ignoble;" — if you have 
found your place,* you are a happy 
man. Let | no ambition ever tempt 
you away from it by so much as a 
questioning thought. I say,* if you 
have found your place — ^ no mat- 
ter I what or where it is — ^you are 
a happy man. I give you joy of 
your good fortune ;2' for if you do 
the work of | that place weU,i* and 
draw from it all that it can give you 
of nutriment and discipline and 
development,* you are,^ or you will 

200 become,* | a man filled up — made 
after God's pattern — ^ the noblest 
product of the world,* a self-made^^ 
man. (218) 

— Josiah Gilbert Holland :5e//-£re//^. 
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On Taking Ourselves Too 
Seriously 



It is not required of every man 
and woman to be,^ or to do,* some- 
thing great ;2^ most of us must con- 
tent ourselves with taking small | 
parts in the chorus. Shall we have 
no little lyrics because Homer and 
Dante have written epics ?*i Even 
those who have greatness thrust 
upon them | will do well to lay the 
burden down now and then," and 
congratulate themselves that, they 
are not altogether answerable for 
the conduct of the | universe,^ or at 
least not all the time. 

There is such a thing as taking 
ourselves and the world too seriously,' 
or at any rate | too anxiously. Half iw 
of the secular unrest and dismal," 
profane sadness of modern society 
comes from the vain idea that every 
man is bound to | be a critic of life," 
and to let no day pass without 
finding some fault with the general 
order of things,^ or projecting some 
plan I for its improvement. And 
the other half comes from the greedy 
notion that a man's life does con- 
sist,* after all,* in the abundance of 
the I things that he possesses," and 
that it is somehow or other more 
respectable and pious to be always 
at work making a larger living,' 
than I it is to lie on your back in 200 
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the green pastures and beside the 
still waters," and thank God that 
you are alive. 

(223) 
— Henry Van Dyke: LUtle Rivers. 
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Speech of Lincoln 

Friends :'' No one who^as never- 
been placed in a like position can 
understand my feeling at-this hour," 
nor«-^the oppressive sadness I— feel | 
at-this parting. 

For more than a quarter of- a 
century I- have lived among— you," 
and -during all— that -time I- have- 
received nothing | but kindness 
at your hands. Here I-have lived 
from my youth,^ until now I~am an 
old man. Here— the most sacred 
ties of-l- earth were assumed. Here 
all-«my children were born;^^ here 
one of— them lies buried. To-you,i* 
100 dear friends," I owe alUhat I-have,' | 
all— that I- am. All— the strange," 
checkered past seems now to crowd 
upon my mind. 

Today I leave-you. I go to 
assume a | task more difficult than 
that which devolved upon Wash- 
ington. Unless -the great God who 
assisted him shall be with me and 
aid me,* I must | fail;" but if- the 
same omniscient mind and almighty 
arm that directed and protected 
him shall guide and support me,^ 
Fshall-not fail — «*I-| shall succeed. 

Let- us all pray that- the God 



of- our fathers may-Jiot forsake-us 
now. To -Him I commend you all. 
Permit me | to ask that,' with equal 20: 
security and faith,* you -will invoke 
His wisdom and guidance for me. 
With-these few words Innust leave 
you,' I for how long I know not. 
Friends,* one and all,* I must now 
bid you an atlectionate farewell. 
— ^Lincoln : Farewell A ddress at Spring- 
field, III., February 11, 1861. (243) 
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Everyday Courtesy 

For a long time the people of the 
South have boasted of their politeness 
and their respect for ladies," mani- 
fested by little courtesies in every- 
day affairs. | And this is a custom 
that is well worth the practice of any 
people. But are we living up to it 
at the present time | as closely as 
we have done in the past? Only 
recently I was on the street cars 
of one of our leading cities in this | 
State and was surprised to see men — '^ 
young men — -* sitting in their seats 
reading the afternoon paper while 
ladies were standing in the aisle of 1 100 
the car holding on to the straps. Is 
this in keeping with our boasted 
courtesy? Again,* I have noticed 
that men stand in the elevators | in 
the presence of ladies without re- 
moving their hats,* a breach of 
courtesy which no gentleman would 
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have committed in years gone by. 
I often I see couples on the streets," 
the young man as often taking the 
inside of the walk as the out. All 
these are indications of a | change 
that is coming over us. If we are 
to be true to the traditions of the 
past,* a counter-current must be 
200 started, and | that by means of the 
schools. 

At the opening exercises,* say 
once a week,* ten minutes could 
be given to the little courtesies that 
mark | the cultured man. And after 
all,* if these manifestations of cour- 
tesy are to characterize our young 
men,* they must be fixed early in life,** 
and I the school is the best place to 
fix them. (259) 

— ^Louisiana School Work. 

ARTICLE 8 ^ 

accomplished ^ perhaps q . 
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smaller a^v^i fortunate - ^ 

investigation^T^ delight r 
ofiice^ .cleared "^ 

reorganization/^' freely* / 

Do It Now 

Tasks are often allowed to 
hang over us for days at a time 
which might be accomplished in a 
few minutes if we would only | take 
the preliminary steps and get at 
them,' for we should find that after 
we once get at it the task was smaller 
than we ( thought. A man will have 
something which he intends to do,** 
but which is not immediately nec- 
essary — ^ a letter to write which 
first requires certain | information 
.to be looked up;^ an investigation 
to make of certain conditions about 
the ofiice,'o store,* ° or factory;" 
100 a bit of reorganization of some part | 



of the work — •* and that task will 
''hang fire"" perhaps for several 
days. He allows himself to think 
that it will take more time than | he 
can give it now,** or that he doesn't*^ 
know just where t<^ begin on it,** and 
wants to think it over. But after 
a I while the time grows short,® 
the work must be done,' and then 
he takes hold of it,' and the thing is 
done before he realizes | it. It was 
largely a question of getting at it. 
He began by doing the little things 
about it,** and the big ones took care 20c 
I of themselves. It would have been 
just as easy to do it several days 
before,** and would have taken no 
more time then than now. .| 

The man is fortunate who avoids 
the habit of letting such tasks hang 
over him,** and who takes delight 
in keeping them cleared up,^ so | that 
he can turn his mind freely to new 
work. (260) 

— ^Waldo Pondray Warren: 
Thoughts on Btisiness. 
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Our Duty to Be Happy 



"You talk,"** said I, "as if 
you thought it was a man's duty 
to be happy." 

"I do,"** he answered firmly, 
"that is precisely and | definitely 
what I think. It is not his chief 
duty,*® nor his only duty,*° nor his 
duty all the time. But the normal 
man is i not intended to go through 
this world without learning what 
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happiness means. If he does so,« 
he misses something that he needs 
to complete his | nature and perfect 
his experience. "'Tis a poor,^° frail 
plant that cannot endure the wind 
and the rain and the winter's cold. 

L 33 But is I it a good plant that will 
not respond to the quickening touch 
of spring and send out its sweet 
odors in the embracing warmth 
of I the summer night P^* Suppose 
that you had made a house for a 
child," and given him a comer of the 
garden to keep,* and set | him les- 
sons and tasks,* and provided him 
with teachers and masters,* would 
you be satisfied with that child,* 
however diligent and obedient,* if 
you found | that he was never happy,* 
never enjoyed a holiday,* never 
said to himself and to you,*' 'What 

200 a good place this is," and how glad | 
I ani to live here'?" 

"Probably not," I answered, 
**but that is because I should be selfish 
enough to find a pleasure of my own | 
in his happiness. I should like to 
take a day off with him now and 
then,^* and his gladness would in- 
crease my enjojrment. There is | 
no morality in that. It is simply 
natural. We are all made that 
way."2^ (264) 

— Henry Van Dyke: Days Of. 
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Joy in One's Work 

The idea o f joy in one's^* work has 
been often ridiculed,'* but nevertheless 
it is fast taking root in the minds of 
many and proving | its value and 
merit. Today many things are done,' 
many principles accepted,' which 
were considered absurd or not con- 
sidered at all a generation ago. To | 
perform the day's work joyfully 
and joyously may not be possible, • 
in certain cases,* without effort,'^ 
but the fact is being realized more 
and more | that it is very much 
worth while to develop the habit. 

This plan has no limitations 
of environment. Whether in the 
home,*° in the office,^* | in the fac- loo 
tory,** or at recreation time,* you 
can take cheerfulness and willing- 
ness and eagerness with you. The 
day's burdens are lightened,* fatigue 
is kept I at a distance,* depression 
is not given a chance to get you in 
its clutch. Not only are you good 
company for yourself,^* but for 
others | as well. Your joy in what 
you are doing surrounds you and 
spreads to your associates. Disease 
is not the only thing which spreads. 

It has been | proved that anger 
and violent emotion cause,* for the 
time being,' a poisonous condition 
of the blood which is injurious. It 
must be equally true | that facing 20C 
the passing hour with a mouth 
turned up at the corners and a mind 
alert for the best that the day offers 
is I beneficial. This is a very good 
world after all,' if we but treat it 
right. And surely if we face our 
obligations and our work," | not 
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with frowns but with gladness,* it 
will give us a more kindly greeting 
and a helping hand in return. (270) 
— The Dominion^ house organ 
of the Dominion Rubber Sys- 
tem. 

ARTICLE 11 
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affirmative ■• serve c ^ 

Have You a Purpose? 

Have you a purpose of your 
own? Are you trying to improve 
something? Is it your desire to 
make yourself proficient in any 
line of I work? Have you an idea 
which you are trying to express? 
Have you set up before you a mark 
that is higher than you can | con- 
veniently reach? Are you giving 
any thought to what you may be 
doing five years from now? Are 
you looking steadfastly in any direc- 
tion with I the determination of 
traveling in it? Have you a pur- 
pose of your own? 

The status of a man's^* life 
depends largely on how he answers 
100 I these questions. Many persons can 
answer them all in the affirmative. 
But many more — a great many 
more — ^ could not answer even one 
of them I without stopping to take 
stock of their thoughts and to see 
if they really have a purpose. Most 
people are content to spend their 
lives I carrying out the purposes of 
others. They work only for the 
pay. They care more for the pay 
than for the purpose. Give them 
the I pay and you can have the 



purpose,* for all they care. And 
in this manner millions of unsatis- 
factory,^® unhappy, ^® unsuccessful 
lives are spent. 

If you,' I in any degree,* be- 20c 
long to the latter class,* why not look 
the matter squarely in the face? 
Why not have a purpose of your 
own? I You can still serve another's 
purpose — '*can serve it even better ;» 
you can still have the pay,^* and yet 
be working out your own purpose. | 
The workman merely becomes a 
better workman. All good purposes 
tend in the same direction and can 
go hand in hand. (271) 

— ^Waldo Pondray Warren: 
Thoughts on Business, 

ARTICLE 12 

\ ■ benevolenc^ admiral ' 

^ relieve ^' caustic 

sufferer affirming 

unfortunate wonderfully . 

traveler • designed • 

'^ ^^ invariably enamored 

stereotyped majority / 

Adaptability 

In the fourth place,' it is evident 
that this man^s^* benevolence took 
its form from the nature of the misery 
which he sought to relieve. | He did 
the very things which the sufferer 
needed to have done for him,i* and he 
did these at once. He might,' in- 
deed,' have put | himself about in 
many other ways under the idea 
that he was helping the unfortunate 
traveler ;^^ but nothing could have 
met the case save the | method which 
he adopted. He had no stereotyped 
mode of showing mercy,* which he 
sought invariably to follow;'^ but 
he did in each case just | what each iw 
required. 
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Now,' this is very important,' 
because,* for lack of attention to it,* 
many people's" benevolence,* though 
it may be very well meant,* | is a 
total failure. In "Ivors,'" which is 
one of Miss Yonge's best stories,* you 
may remember that there is a gouty 
old admiral who | is continually say- 
ing most caustic yet true things;" 
and among other remarks bearing 
on the point now before us,* he is 
represented as affirming that | 'There 
is a great mania abroad at present 
for doing good," and wonderfully little 
common-sense in setting, about it." ** 
200 This witness is true;^ in | few things 
is the lack of common-sense more ap- 
parent than in the neglect to adapt 
the efforts which are put forth to 
the necessities! which they are design- 
ed to meet. Thus,* a man has been 
wonderfully successful in one or more 
instances by using a particular meth- 
od," and forthwith | he becomes 
so enamored of it that he uses it on 
every sort of occasion ;2^ but in the 
vast majority of cases it fails,' be- 
cause I it is not adapted to more than 
one class of instances. 
— W. M. Taylor: The Parables of 
our Saviour, (286) 
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ARTICLE 13 

paymaster . disappointment 

lord ' billiard-tableX 

punctually tavern 

punctuality, mindful 

industry^ trifling 

frugal it V occasioning 

contributes creditor 

Franklin on Credit 



•Remember this saying," "The 
good paymaster is lord of another 
man's purse." " He that is known 
to pay punctually and exactly to 



the time he | promises may at any 
time and on any occasion raise all 
the money his friends can spare. 
This is sometimes of great use. After 
industry | and frugality,* nothing 
contributes more to the raising of 
a young man in the world than 
punctuality and justice in all his 
dealings;*^ therefore,* never | keep 
borrowed money an hour beyond 
the time you promised,* lest a dis- 
appointment shut up your friend's" 
purse forever. 

The most trifling actions that 
affect I a man's credit are to be io3 
regarded. The sound of your ham- 
mer at five in the morning or nine 
at night heard by a creditor | makes 
him easy six months longer ,2^ but 
if he sees you at a billiard-table or 
hears your voice at a tavern when 
you should | be at work,* he sends 
for his money the next day;** de- 
mands it,* before he can receive it,* 
in a lump. 

It shows,* besides,* that | you 
are mindful of what you owe;** 
it makes you appear a careful as 
well as an honest man,i* and that 
still increases your credit. | 200 

Beware of thinking all your 
own that you possess and of living 
accordingly. It is a mistake that 
many people who have credit fall 
into. I To, prevent this,* keep an 
account,* for some time,* both of 
your expenses and your income. If 
you take the pains at first to men- 
tion I particulars,* it will have this 
good ^ect:'^ you will discover how 
wonderfully small,i° trifling expenses 
mount up to large sums," and will 
discern what might | have been and 
may for the future be saved without 
occasioning any great inconvenience. 
-^Benjamin Franklin: Advice to a 
Young Tradesman. (289) 



40 



DICTATION COtTRSE IN 



ARTICLE 14 


pursuit 


blunder ^ 


husband 


acquire 


maintain • 


achievement 


muscular 


reflection 


physical 


incessant 

M 


exertion ... 


exhausting 


newspaper 


resolute 



agricultur^-T- . competence 
grievous "\o unfortunate 

Working to the Best Advantage 

I know right well that he who 
would succeed in any pursuit must 
carefully husband his time," making 
every hour count. What I maintain 
is,* I that,* while every hour h|s its 
duties,® they are not all muscular ;^^ 
and that the farmer who would wisely 
and surely thrive must have time | 
for mental improvement as well as 
for physical exertion. I know there 
are farmers who decline to take 
regularly any newspaper,* even one 
devoted to | agriculture,* because they 
say they can't^^ afford it,' or have no 
time to read it. I say no farmer 

100 can afford to do without one. | To 
attempt it is a blunder and a loss;*^ 
and if he has children growing up 
around him,* it is moreover a grievous 
wrong. If I every hard-working farm- 
er who says he cannot read in sum- 
mer, ^ because it is a hurrying season, « 
were to set apart two hours of each | 
day for reading and reflection,* 
he would not only be a wiser and 
happier man than if he gave every 
hour to mere labor — '^ ^q | would live 
in greater comfort and acquire more 
property. To dig is easily learned;^* 
but to learn how,^° where,^° and when 

200 to dig is the | achievement of a life- 
time. There is no greater and yet 
no more common mistake than that 



which confotmds incessant,^® exhaust- 
ing muscular effort with the highest | 
efficiency in farming. I know men 
who have toiled early and late," 
summer and winter,^° with resolute 
energy and ample strength,^^ through 
their forty years | of manhood," 
yet failed to secure a competence,' 
not because they have been specially 
unfortimate,* as they are apt to 
suppose,* but because they lacked | 
the knowledge and skill,i<^ the wisdom 
and science,* that would have enabled 
them to make their exertions . tell 
most effectively. They have been 
life-long I workers," but they have 300 
not known how to work to the great- 
est advantage, (313) 

— ^Horace Greeley: The Farmer*s 

Future, 



ARTICLE 15 



\ 



^ publicity 
ancient 
besides 1 
cheapest , 
cheaply 
accounting 
careful ^ 
traffic • 



sometimes 

competitor ^ 

really 

article 

increasing 

comparison 

Schaffner 

highest 



Advertising and Selling Cost 

People used to think that ad- 
vertising was mere publicity ;28 that 
it was successful if it succeeded in 
gaining attention. 

This ancient idea has passed. 
Today,* | advertising is done for 
a profit. Mere publicity is not 
worth its cost. Besides the pub- 
licity,* you want the dollars — and 
you want them direct | — " and get 
them so cheaply that a nice profit 
remains to put in the bank. 

You are in business for gain. 
You seek to buy | at the lowest 
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price and sell at the highest. That's^^ 
business. But you have to be care- 
ful that in trying to buy at the low- 
loo est I price you do not get poor 
value. It is better to pay a hundred 
dollars for a thing that's worth a 
hundred dollars than it | is to pay 
fifty for something worth only twenty- 
five. 

You cannot judge by price 
alone. The lowest priced thing is 
not always the cheapest | thing. 
Sometimes it is the dearest. 

When you sell," you try to make 
certain that the selling price covers 
every cost — '* whether that cost be | 
in manufacturing,' °accounting,io traf- 
fic,'® or selling cost. 

But here's'^ the point. Some- 
times your competitor may have 
just as good an article as yours,'* 
200 yet sell | it for less because his costs 
are less,'* or because he doesn't 
really know what his costs are. 

In the latter instance,^ of course,' 
he I won't be your competitor long;*^ 
but in the former^ case you may re- 
duce your expenses so that you can 
sell as cheaply as he. 

You I can do this with adver- 
tising — "* the right kind. You can 
cut your costs either by increasing 
the demand for your goods,'* or by 
improving selling | conditions. 

Hart, Schaffner & Marx,* the 
largest advertisers of men's clothes,* 
have the lowest selling cost of any 
national tailor — ^ about four per 
300 cent. Another | large tailoring firm,* 
but a small advertiser in comparison 
with Hart, Schaffner & Marx,* has 
a selling cost of twelve per cent. 
This means that | it costs Hart, 
Schaffner & Marx only one doUar 
lo sell a $25 suit while it costs 
their competitor three dollars. (348) 



ARTICLE 16 


precedent i 
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promotion ■ 


improvement 


boundary \ 


immediate*^ 


censured ^ 


valuable \ 
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fortune "" 


complaining' 


prosperous 


recognized 


stuff 


ability\ 


young 


self-interest 


buoyancy ^ 


highest 


handsome 


intimate 


especially 


Promotion 



The condition precedent for 
promotion is, that the man must 
first attract notice. He must do 
something unusual and especially 
must this be beyond the | strict 
boundary of his duties. He must 
suggest,^ or save,^ or perform some 
service for his employer which he 
could not be censured for not | hav- 
ing done. When he has thus at- 
tracted the notice of his immediate 
superior,* whether that be only the 
foreman of a gang,^ it matters not;2'| 
the first great step has been taken,* 
for upon his immediate superior 
promotion depends. How high he 
climbs is his own affair. 

We often hear | men complain- loo 
ing that they get no chance to show 
their ability,'* and when they do 
show ability that it is not recognized. 
There is very | little in this. Self- 
interest compels the immediate su- 
perior to give the highest place 
under him to the man who can best 
fill it,* for I the officer is credited 
v/ith the work of his department as 
a whole. No man can keep another 
down. 

It will be noticed that many | of 
the practical men who have earned 
fame and fortune have done 
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SO through holding on to improve- 
ments which they have made. Im- 

200 provements are easily | made by 
practical men in the branch in which 
they are engaged,' for they have 
the most intimate knowledge of the 
problems to be solved | there. It 
is in this way that many of our valua- 
ble improvements have come. The 
man who has made an improvement 
should always have an | eye upon 
obtaining an interest in the business 
rather than an increase of salary. 
Even if the business up to this 
time has not become | very prosper- 
ous,* if he has the proper stuff in 
him,« he believes that he could 
make it so,^* and so he could. All 

300 forms of | business have their ups 
and downs. Seasons of depression 
and buoyancy succeed each other — *^ 
one year of great profits,^* several 
years with little or none. | This is 
a law of the business world, ^ into 
the reason of which I need not enter. 
Therefore,* the able young practi- 
cal man should not | have much 
regard as to a choice of the branch 
of business. Any business properly 
conducted will yield during a period 
of years a handsome | return. (376) 
— ^Andrew Carnegie: How to Win 
Fortune. 

ARTICLE 17 
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systematic 
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The Business Man's Reading 

One of the reasons why the young 
business man does not always readily 
see the value of much reading is 
that he is apt to | be of a thoroughly 
practical bent," and not quick to 
appreciate the worth of things that 
are not immediately available as 
means of advancement. 

The I thing that the young 
business man should clearly under- 
stand is that a well-directed course 
of systematic reading will be of 
value not so much | in helping him 
better to do the work he has in 
hand as in preparing him to do 
much more important work. The 
young bank | clerk whose duties loo 
are simple and routine may ask 
what good it will do him to know 
the history and provisions of the 
national banking | law. It will do 
him very little good if he intends 
always to be a bank clerk ;23 it may 
do him a great deal of | good if he 
hopes to be a bank officer. One 
should not,* then,* search too closely 
for the evidence of a direct relation 
between a | well-outlined course of 
reading and immediate advancement 
in his position. The relation is 
there," but the reader must have 
faith enough to do a | great deal 200 
of hard,^° earnest work without ex- 
pecting advances in salary to follow 
with the same regularity with which 
diplomas would be earned in school. | 

What the young man wants 
to know is how he should specialize 
his reading so as to make it of 
distinct advantage in his everyday 
I work. Generally speaking," he 
should read along lines which will 
give him knowledge that his superiors 
ought to have," and this will mean 
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that he | is fitting himself for better 
things. If his career is in mer- 
cantile lines,* he should seek the 
fullest information regarding his par- 

3O0 ticular line of business. The | shoe 
salesman who will specialize his 
reading upon leather and leather- 
working,' who will learn about the 
diflEerent processes of tanning and 
the different methods | of manu- 
facture,* will not only be a better 
judge of the goods he is handling,^* 
but will be better able to sell them. 
The bank | clerk who will master 
the history of the development of the 
banking system may not see the ap- 
plication of that knowledge to his 
daily task,^* | but if opportunity some 
time knocks at his door he will be 
much better prepared to accept the 
burden of greater responsibilities and 

400 wider usefulness. | (400) 

— Frank A. Vanderlip: Business 
and Edtication. 

ARTICLE 18 



permitted . 
subdued \ J 
disgracefur kr-^ 
convicted V — , 
doctrine J i 
declaration 1 
independence 



privileges ^ 
consistent ^^^ 
overthrow M 
misdemeanors | 

imconvicted V ^ 

threatens ^ 
crisis' 



Beecher on Reunion 

I remember that I am speaking 
where I never expected to preach — " 
at least in my youth. I did not know 
but I should preach | here when I 
was a very old man — '* so old that 
nobody would be afraid of me;^^ but 
God has permitted me to stand here | 
while I am yet strong. And He is 
my witness that my joy is not merely 
the joy of a man who exults over an | 
enemy subdued. I joy in the wiping 



out of the disgraceful fact that any 
worthy citizen of the United States 
of America,* the country that |ioo 
boasts of larger liberty than any other 
nation on earth,* should not be per- 
mitted to go where he chose in his 
own land. There never | has been 
a period in my lifetime when I 
could go south of Mason and Dixon's 
line except at the risk of my life. I | 
have been excluded from half the 
States of the Union,' not because 
I was convicted of any crime," but 
merely because I believe in the | doc- 
trine of the Declaration of Independ- 
ence. But things are changed ;2« I 
am here in Charleston I'* And my 
feeling toward those that have with- 
held from me | privileges which be- 200 
long to every man under a free govern- 
ment is not," "Ah!2« now you are 
down,^* and we have got our feet on 
your J neck."** I am sorry for them,' 
as I am for all wrong-doers. I 
would,* so far as is consistent with 
justice,* bind up their | wounded 
hearts and help them. No,« I do not 
rejoice in their overthrow. In this 
is my joy:" that Charleston is free," 
and that there | is not a man in the 
United States,' imconvicted of crime,' 
who may not walk through her streets 
in safety. My joy is in this:" |30o 
that through Georgia,^*' and Ala- 
bama,^'* and the Carolinas,^*' through 
every State in all this land where 
float the Stars and Stripes,' any 
American,' not guilty | of misde- 
meanors,' can walk freely and safely. 
There is now nothing that divides us," 
and nothing that threatens us. That 
is the ground of my | rejoicing," 
and in view of that I can never re- 
joice enough. But my personal good 
is as nothing compared with the good 
of my country,' | which is the dearest 
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land on earth. And now she has 
gone through a crisis which,* let us 
hope,' will end in perfect health. 
400 She I has passed the peril of her 
youth,' and is entering upon a sound 
manhood,* and is to be a power on 
the globe. For this | I thank God,' 
and bless His name,' and rejoice. 

(434) 
— Henry Ward Beecher: Sound- 
ing the Timbrel, Sermons, 
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library ^ 
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The Use of Short Words 

The use of long words which 
v/e get from other tongues not only 
makes our thoughts and our speech 
dim and hazy,i* but it has | done 
somewhat to harm the morals of our 
people. Crime sometimes does not 
look like crime when it is set before 
us in the many | folds of a long word. 
When a man steals and we call it 
"defalcation,"* we are at a loss to 
Imow if it is a I blunder or a crime. 
If he does not tell the truth and we 
are told that it is a case of "prevari- 
100 cation," it takes us | some time to 
know just what we should think of it. 
No man will ever cheat himself into 
wrong-doing,^* nor will he be at | a 
loss to judge of others if he thinks and 
speaks of acts in clear,^^ crisp,*° Eng- 
lish terms. It is a good rule,' when 
one is at a loss to know if an act is | 
right or wrong,* to write it out in 
short,^° straight-out English. It may 
be I said that if we carry this thing 



too far,* we may cramp ourselves too 
much,i* that our language has been 
made rich by what it | has gained 200 
from others,^* and that we ought not 
to lose the use of words which we 
need to give shades of meaning,' 
or for I scientific purposes. All that 
is true,^* but still we should take care 
to make our own tongue the ground- 
work of our thoughts and speech. 
Many | things are gained by so 
doing. He who will try to use short 
words and to shun long ones will in 
a little while not | only find that he 
can do so with ease,** but that it will 
also make him more ready in the 
use of words of Greek | or Latin ori- 300 
gin when ho needs them. If he 
tries to write in words of one syllable,* 
he will find that he will run through | 
his mind a great many words to get 
those he needs. While he may not 
at the time use them,* yet they are 
brought to I his mind in his search 
for those he wants. It is a good 
way to learn words of all kinds. 
When a man is in | search of one fact,' 
he may be led to look at every book 
in his library,** and thus he learns 
many things. There is another | gain «o 
when we try to use only short 
words:" to bring them in and to keep 
all others out," we have to take a 
great | many views of the topics 
about which we write. In this way 
we find that we bring to our minds 
a great many new thoughts | and 
ideas that would not otherwise spring 
up. I am sure,' if this plan is tried,* 
men will be struck with the many 
phases brought | to their view of the 
things that they study,' which they 
would not see if they did not. (493) 
— Horatio Seymour: An Address 
on Short Words. 



BUSINESS' LITERATURE 



45 



ARTICLE 20. 
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outlined 

personality 

ordinary 

briefly 

dangerous 

familiarity 

unnecessarily 
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clearly 

acceptance 
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seasonable 

forcibly 
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paragraph 
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conversation 

wording 

condemned 

sentences 
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Pointers for Correspondents. 

Every correspondent should have 
dearly outlined in his mind before 
beginning a letter:" first,' all the 
available facts bearing on the sub- 
ject/* and second,* as | much as 
possible about the personality of the 
house to which he is writing. 

The ordinary letter should be 
written with two things always in 
view I — *^ to say clearly,^ o com- 
pletely,* o and briefly what you want 
to say," and to say it so that you 
will leave a favorable impression in 
the I mind of the man to whom you 
write. 

The four most dangerous errors 
I would class as follows i^^ Familiar- 
ity,*° jokes,^° unnecessarily commit- 
10) ting your house to | a price,* <* a 
policy,*" or an adjustment,*® and 
fourth,* an unpleasant impression 
when your letter is read. Rarely 
is it necessary to write so that | 
the man at the other end will be 
turned down point-blank or criti- 
cised ;2« the occasions for such letters 
are infrequent,** and they should 
always | be written by one who is 
recognized as holding a position of 
authority and responsibility. 



The danger in familiarity lies 
in your complete uncertainty as | 
to the mood in which your letter 
will find the other man. There is 
nothing quite so risky in a business 
letter as a jokc,^ | for the reason,^ 200 
again,* that you can never guess 
just what the conditions will be 
when your letter is read. 

If you are making a | quota- 
tion to say,*' "We shall furnish you 
such and such an item at such and 
such a price," is mortgaging the 
future. Word your quotation | so 
that the customer will be told clearly 
what your price is,** but not so that 
he can hold it a month and then 
come I back after the market has 
risen and claim your original figure. 
You are safe if you put in the clause:'^ 
"This quotation is for prompt 1 300 
acceptance"^* or "Subject to market 
changes" or "■•Change without no- 
tice." 

Bearing in mind the value of 
brevity in a business letter,** one 
should not overlook | the opportun- 
ity, * when writing to a customer,® of 
bringing to his attention some season- 
able -ine,^ or lines. If you have a 
number of points which | it is im- 
portant to bring to your correspond- 
ent's attention,' you can accomplish 
this much more forcibly by devoting 
a short paragraph to each. 

Don't*^ get I into a groove in 
your letter writing by always begin- 
ning and ending with the same phrase- 
ology. A man who gets frequent 
letters from you may | get a little 40o 
weary of having all your communica- 
tions start :^* "Yours of the steenth to 
hand and contents noted."^* Bear 
in mind that a letter | is nothing 
more or less than a conversation. 
Instead of "Your favor of the tenth 
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to hand and contents noted,"« you 
might say:'* "Your letter | of the 
tenth reached us this morning/* 
and we are glad to hear that our 
shipment came through so promptly," 
etc.,*® etc. Do not refer | to "the 
same"** or to his letter as "Your 
favor ;"*• such wording is now con- 
demned by the best business letter 



writers. Make your language sim- 
ple,' I your wording clear,' and your sot 
sentences short ;*^ and above all,* 
put yourself in your customer's" 
place,** and give him the information 
he wants. (523) 

— Drill Chips, house organ of 

the Cleveland Twist Drill 

Company. 
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CONTAINING TWO HUNDRED AND FIFTY LETTERS 

AND 

FIFTY ARTICLES 

Section Two is designed to provide a broad dictation course such as should 
precede an intensive study and practice of classified correspondence relating to 
technical subjects. The material of this section is intended to provide practice 
for the third semester of the high school shorthand course and for interme- 
diate dictation classes of commercial schools. 
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morning 

retouched 



photographs 

approval 

margin 



Mr. S. R. Hamilton, 

626 Oliver Bldg., 
Madison, Wis. 
Dear Sir: 

We are sending to you by mes- 
senger this morning seven* retouched 
photographs for your approval and 
inspection. If any corrections are 
necessary,* kindly note them on 
the margin. Please do not deface 
the drawings in any way. 

Very truly yours, (42) 
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conclusion 
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Messrs. March & Fellows, 

Farmersf Bank Bldg., 
Brockton, Mass. 
Gentlemen: 

The enclosed booklet is the 
result of a symposium conducted by 
THE RECORD. 

We believe it is well worth your 
careful examination," and we shall 
receive with pleasure any opinion 
you may care to express concerning 
the conclusion reached therein. 
Yours respectfully, (43) 

103 



interruption 


restored 


telephone 


o'clock 


injured 


evening 



Mr. L. F. Bolton, 

2201 River St., 
Bayonne, N. J. 
Dear Sir: 

The interruption in your tele- 
phone service this morninof was caused 
by the breaking of a t^ater main 
on Arch Street,* which injured our 
cables. 

Our men are now repairing the 
damage," and we hope to have your 
service restored by seven o'clock t 
this evening. 

Respectfully yours, (48) 



104 



adjudication 
schedule 



distribution 
meantime 



W. T. Rollins, Esq., 

Saginaw, Mich. 
Dear Sir: 

I am enclosing a copy of the 
adjudication in the estate of Esther 
Lamb and also a copy of the schedule 
of distribution which I shall present 
to Judge Penrose on Thursday of 
this week. Please inform me,* in 
the meantime,* if the schedule is 
satisfactory. 

Yours truly, (50) 

105 
minutes demonstration 

rotary self-inking 

mimeograph interested 

The Easton Coal Co., 

Passaic, N. J. 
Gentlemen : 

Will you give our Mr. J. G. 
Mount three minutes of your time 



• Small amounts should alwas^s be written out in letters. 

t The apostrophe is frequently omitted in proper names forming a part of a title. 
Ladies Home Journal;" "The Youths Companion." 

J Do not write the word o'clock with a capital letter in the middle of a sentence. 
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to show you our latest self-inking 
Rotary Mimeograph? This machine 
is something new in mimeographs,'^ 
and we feel quite sure that you 
will be interested in his demonstration. 
If you decide to grant us this 
favor,* all that you have to do is 
to return this letter. 

Very truly yours, (64) 



106 



decision 

prism 

windows 



angle 

ventilation 

chestnut 



Brown Bros. & Co., 

2029 Chestnut St., 
Mobile, Ala. 
Gentlemen: 

Referring to our letter of July 
11,* we write to ask whether you 
have come to a decision with refer- 
ence to changing the ventilation 
system in your Chestnut Street 
oflSce. We shall* be pleased to 
have a representative go over the 
matter with you at any time that 
will be convenient to you, Please 
use the enclosed card in replying. 
Yours very truly, (64) 
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original 
durable 



mexpensive 
obligation 



Messrs. Howard & Martin, 

1827 Gaines St., 
Reading, Pa. 
Gentlemen: 

Would a machine that could 
print one thousand copies from one 
original at the rate of fifty a minute 
interest you,^ particularly if it were 
simple,*'^ durable,^® and inexpensive? 

If you will kindly sign and 
mail the enclosed card,^ our repre- 



sentative will show you this machine 
in your office without any expense 
or obligation to you. 

Very truly yours, (60) 
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warehouse 

equipped 

ledgers 

typewriter 

envelopes 



specialty 

tablets 

description 

patronage 

handle 



Mr. R. C. Beaver, 

405 DeKalb St., 
Norristown, Pa. 
Dear Sir: 

We respectfully call your at- 
tention to the opening of A NEW 
PAPER WAREHOUSE at 728 
Sansom Street,* Philadelphia. 

We are equipped to handle 
all orders in the paper line. Our 
stock includes Ledgers, Bonds, Type- 
writer Linens,*® and all grades of 
envelopes. We also make a specialty 
of tablets and pads of every descrip- 
tion. 

May we have a share of your 
patronage? 

Very truly yours, (68) 
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stenographers 
surplus 



inventory 
oversupply 



Wilson Cotton Mills Co., 

Peoria, III. 
Gentlemen : 

We have on hand an oversupply 
of Stenographers' Note Books. In 
order to dispose of our surplus stock 
before our July inventory,^ we shall 
quote prices as per the attached list 
for the next thirty days,** or as long 
as the supply lasts up to that time. 



* Explain the correct use of the words shall and ivill. 
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We shall be pleased to submit 
samples," or have our representative 
call at your request. 

Yours very truly, (66) 
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transpired 
audit 
executors 
reflection 



client 
deposits 
attorney 
estate 



John fortescue esq 6 n delaware 
St pawtucket r i dear sir in view of 
what transpired at the audit of the 
accounts of the executors of the colby 
estate it seems to me on reflection 
that I should demand from the 
executors on behalf of my client 
John rosmonds that the pass-book 
showing the deposits in trust for 
him be now delivered to me as his 
attorney will you kindly send it to 
me very truly yours (69) 
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requesting 



hurry 
factory 
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esquire 


indebtedness 


facilitate patronage 


postponed 


certificates 


transferring ' opportunity 


estate 


stockholders 


deliveries remove 


definite 


evidence 



Mr. F. C. Kelso, 

537 Martin St., 

Portland, Me.* 
Dear Sir: 

It will facilikUe prompt delivery 
and remove any chance of error in 
transferring orders from one office 
to another if,* when you order coal 
again,* you will kindly mail or tele- 
phone your order direct to our office 
at 1314 N. 14th Street,^ from which 
yard all deliveries in your section 
of the city are made. 

We take this opportimity to 
thank you for your kind patronage. 
Yours very truly, (72) 



Mr. C. J. Brent, 

Fulton Bldg., 
Norfolk, Va. 
Dear Sir: 

Referring to your order for desk 
section,*® top section," and leaded 
glass section placed with us on the 
8th instant,® we find that we do not 
have the desk section in stock. 
There will,* therefore,* be a delay 
in its delivery. We shall,* however,* 
arrange to make delivery as soon as 
the desk reaches our hands. 

We are also writing the factory," 
requesting them to hurry forward 
the shipment. 

Yours very truly, (74) 
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C. K. Merrill, Esq.,t 

758 Lewis Bldg., 

New Bedford, Mass. 
Dear Sir: 

Judge Ashman has postponed the 
hearing on the Weston estate case 
from next Monday,* March 14,* to Fri- 
day,* March 18,* at 10 A.M. This is 
to enable us to have our Mr. Stull 
visit the offices of the Washington Gas 
Light Company at Washington,* D. 
C.,^* and obtain more definite evi- 
dence on the subject of the certifi- 
cates of indebtedness issued by that 
Company in 1916 to its stockholders. 

Yours truly, (74) 



* Have you thoroughly memorized the official abbreviations (or the states given in Appendix C, 
page 254? 

t See note to letter 20 . 
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implement 

articles 

advertisers 

merchandising 

salesmanshin 



discussed 

intelligently 

profitable 

regularly 

problems 



Mr. A. K. Saunders, 

Sec., Burton Implement Co., 
Oklahoma, Okla. 
Dear Sir: 

It will be well worth your while to 
look for the articles which appear in 
THE TELEGRAPH on Mondays," 
Wednesdays," and Saturdays under 
tJie heading,* "Advert isers'^'Comer. "** 
The articles are printed in the last 
column of the second page. 

Problems relative to plans of 
advertising," merchandising,^* and 
salesmanship are discussed intelli- 
gently. We suggest that it would 
prove profitable to you if you and 
your sales force would read these 
articles regularly. 

Yours very truly, (76) 
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pencil 


exceedingly 


Mikado 


additional 


compressed 


distribution 


eagle 


employes 



Mr. M. J. Joplin, 

Home Telephone Co., 
Allentown, Pa. 
Dear Sir: 

We are sending to you under 
another cover samples of our ;Jf 174 
Eagle Mikado Pencil. This pencil 
is our latest improved style and con- 
tains a specially compressed lead,^ 
which makes it exceedingly smooth 
and durable. 

Please try it and mail us the en- 
closed postal card if additional samples 



are required for distribution among 
your employes. If you find the 
pencil satisfactory,* we should be 
glad to have you place an order with 
3rour dealer. 

Yours truly, (81) 
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confirm 
Titan 
verbally 
lithographed 



stone 
engraving 
property 
professional 



W. T. Henry, Esq., 
Professional Bldg., 
Des Moines, Iowa. 
Dear Sir: 

We now confirm prices quoted 
you verbally for your letterheads ^^^ 
lithographed in black,* on 20 lb. 
Titan White ^owJ." 

10 M. at $7.25 per M. 
20 M. at 6.75 per M.* 
The above prices include the 
cost of the stone and engraving there- 
on;^ the stone, of course,' becomes 
your property. 

We assure you of careful atten- 
tion to your order. 

Yours ven*^ truly, (74) 
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repairs 
brickwork 
mixture 
boilers 



cement 
benefit 
excessive 
expensive 



Mr. John W. Frederick, 

Carbondale, Pa. 
Dear Sir: 

Your expenses can be largely 
reduced for the next two years. 
Repairs to brickwork of boilers are 
expensive when made annually. You 
can save this cost by using "Flint 
Mixture" Fire ^"Brick and Fire Ce- 



• Why are the quotations proportionately lower for a larger quantity? 
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meni,^* and you may have the benefit 
of skilled labor without excessive 
charges. Examination of boilers will 
be made free of charge. 

We thank you in advance for 
the opportunity of quoting prices 
on your future work. 

Yours very truly, (76) 



118 



everybody 

madam 

floors 

relieve 

worry 



handsome 

tough 

Elastica 

durable 

possess 



Mrs. S. R. Wynans, 

1215 N. Charter Ave., 
Amsterdam, N. Y. 
Dear Madam: 

Nearly everybody has had trou- 
ble with floors. Without doubt,*' 
you have had your share and are 
on the lookout for something that 
will relieve you of further worry ;*<* 
something which has been proved 
to possess real merit. 

Try "Elastica" »^ floor finish. 
Others have foimd it to be just what 
they were looking for. It gives a 
handsome finish,^ tough and durable. 

"Elastica" is on sale at this 
store," and any orders will be given 
prompt attention. 

Yours very truly, (81) 
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submitted 


crash 


furniture 


drawings 


sample 


India 


antique 


Cadmus 



Purdy Furniture Co., 

Davenport, Iowa. 
Gentlemen : 

We are pleased to give you a 
figure,' as requested,* on 10,000 of 
your catalogues like sample sub- 
mitted,* except that it is to be in 
one color inside;*'' stock to be Curtis 
India Coated Book;** cover to be 
Cadmus Antique or Crash Finish.* 

We can make delivery in about 
three weeks if furnished with copy 
immediately upon the placing of 
the order," and if we are not held 
up for plates,**^ drawings,^*^ etc. Our 
price will be $735. 

Very truly yours, (87) 
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automobile 


defects 


overhauled 


unnoticed 


painstaking 


materials 


mechanics 


equipped 



mr s k truman 706 s lawrence ave 
bloomington ill dear sir are you think- 
ing of having your automobile painted 
and overhauled if so notify us that 
we may send our agent to tell you 
why it would be to your interest 
to place your order with us we are 
fully equipped to handle this class 
of work and the painstaking me- 
chanics we employ allow no little 
defects to go unnoticed only the 
best materials are used throughout 
we depend entirely upon our work 
for your second order very truly 
yours (81) 



* " Cadmus Antique" is the trade name for a fine quality of book paper. In mythology, Cadmus was 
regarded as the inventor of many useful arts. " Crash Finish" is a book or cover paper which is embossed 
to give the appearance of crash. 
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THE RONALD PRESS CO. 

Omai m m§ and LrgtU PwMieatient 
20.VESEY ST., NEW YORK 



miM-isMKiis or 
Tht Jomrmmi of Aecounimmey 



% 



D^MinlMr 17 • 1916* 



Ur. John J« Owens, 

428 Madison St., 
ChioasOf 111. 

Dear Slrt 

Your letter of the 14th making inquiry about certain 
of our publications has been reoeiyed. 

Only one volume of the 1915 C« P« A* FROdLEMS AND 
SOLUTIONS has as yet been Issued; the other volume will 
be ready for distribution during January. We have for- 
warded a copy of the first volume (cloth) and trust that 
it will reach you promptly and in good condition. If 
you desire* we shall be pleased to enter your order for 
the second volume and eend it as soon as issued. 

We quote prices on the books mentioned in your letter 
as follows t 

Applied Theory of Accounts - Esquerre $4.00 
Principles of Aooounting - Wildman 3«00 
practical Accounting Methods - Moxey 3*00 

No recent rcTision of the GSADED AOCOUNTANCY PROfiLSUS 
bj Greendlinger haa been made. 

▲UDITINO-THEQBY AND IfiACTICE by Uontgomery ie now out 
of print, and the new edition will not be ready for distri- 
bution until Janoary. Shall we eend you a copy of it at 
that timet 

Very truly yours, 

THE RONALD Wt^ COMPANY. 
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121 

marine models 

engines thoroughly 

various catalogue 

Mr. John W. Meyers, 

1124 Vine St., 
Easton, Pa. 
Dear Sir: 

Your recent request for a 1916 
catalogue of Gray Marine Engines 
has been referred to our office from 
the factory. We shall be pleased 
to have you call at our showrooms 
and examine a full line of 1916 en- 
gines. The many interesting fea- 
tures of the various models will be 
thoroughly explained to you. 

When will it be convenient for 
you to call?* 

Yours truly, (68) 

122 

promoters desirable 

sponsors investments 

securities disposal 

brokerage facilities 

Mr. Henry C. Harris, 

358 Beverly Ave., 
Pottstown, Pa. 
Dear Sir: 

In reply to your letter of the 
16th instant,* we are not promoters 
in any sense of the word," nor are 
we sponsors for any particular securi- 
ties. We are in the general broker- 
age business and are fully equipped 
to assist our clients in fmding desirable 
investments. 

If you will let us know in what 
type of securities you are interested,^ 
we shall be glad to place our facilities 



for securing information about them 
at your disposal. 

Yours very truly, (81) 



123 



model 
patterns 
inspection 
produce 



grates 
boilers 
capacity 
engineer 

Rogers and Piatt, 

Agents, Hobart Building, 
Chattanooga, Tenn. 
Gentlemen: 

Kindly file the enclosed card for 
future reference. 

Can we interest you in shaking 
grates for your boilers? They are 
great fuel savers," to say nothing of 
the increase in steam capacity they 
produce;*' besides," your engineer 
or fireman has much more time to 
look after other important work in 
your plant. We shall be pleased 
to send our representative with a 
model for your inspection. 

We also carry a large stock of 
grates of all patterns for immediate 
delivery. 

Yours respectfully, (83) 
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drinking 
purification 
device 
chemists 



mstitutions 
manufacturers 
merchants 
absolutely 

Freeman Lumber Co., 

511 Gordon Bldg., 

Cedar Rapids, Iowa. 
Gentlemen: 

What does your drinking water 
cost? 



* Avoid the use of hackneyed, outworn closing phrases; such as, " Hoping to hear from you ; " " Trusting 
to have the favor of an eariy reply," etc. "There is an idea that a certain peculiar commercial jargon is ap- 
propriate in business letters. The fact is, nothing injures business more than this system of words found 
only in business letters. The test of a word or phrase or method of expression should be, 'Is it what I should 
«y to my customer if I were talking to him instead of writing to him'?" — Sherwin Cody. 
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We can save you money on 
your drinking water and ice. 

We have the most modem 
method for the purification of water. 

With our device,* absolutely 
pure and fresh water is furnished each 
day. 

Our system is approved by 
the leading chemists of the world. 

Kindly fill out the enclosed 
postal card, and we shall gladly 
furnish you with full particulars. 

Many financial institutions," 
manufacturers," and merchants of 
this city are our customers.* 

Yours very truly, (83) 
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brake 


agency 


coaster 


proposition 


premium 


prior 


bicycles 


avail 



Mr. M. C. Mead, 

Clinton, Iowa. 
Dear Sir; 

Replying to your letter of the 
10th, you are informed that at our 
special price of $39.50 on the Ranger 
Coaster Brakef we shall prepay 
the freight and include the $51: free 
premium offer. 

We have no one in your town 
handling our bicycles, and we should 
be very glad to make arrangements 
with you to represent us. We are 
sending you under another cover the 
terms of our special agency proposi- 
tion. If you wish to avail yourself 



of this offer," kindly let us hear from 
you prior to February 10. 

Yours very truly, (102) 
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catalogue 


cylinder 


bakers 


effected 


illustrated 


revolving 


sifting 


poplar 


brushes 


concave 



The Chesapeake Baking Co., 

402 Fulton St., 
Baltimore, Md. 
Gentlemen: 

Answering your letter of the 
10th," we are mailing you under an- 
other cover our catalogue of bakers*'' 
tools. On page 46,* you will find 
illustrated and described the § #1 
sifting machine," mounted on a bar- 
rel cover. The sifting is effected by 
brushes attached to a cylinder re- 
volving over a concave sieve. 

We can furnish this machine 
for $6 in poplar wood, and for $9 
in ash. A discount of 10% will 
be allowed for cash pa3anent. 

Yours very truly, (86) 



transportation 
notation 



127 
transit 
breakage 

Mr. H. L. Homer, 

467 V Street, 

Bay City, Mich. 
Dear Sir: 

We have your letter of the 13th 
relative to the stove which was 



* Making each short sentence a paragraph, as in this letter, is to be justified only on the ground that it 
gains attention. 

t Many firms capitalize the names of articles which they handle in their business. 

X In contract letters it is customary to use the decimal point and two ciphers after an even amount. 
In other letters it is considered permissible to omit the decimal point and ciphers. Both usages are observed 
in this text. 

§ Both « and No. are allowable before a tigure. The sign $ is preferable in typewritten letters. The 
abbreviation No. should always be capitalized. 
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broken in transit. We suggest that 
you return this shipment for repairs, 
and we shall charge your account. 
You can then file claim for breakage 
and freight against the transporta- 
tion company. If you wish,' how- 
ever,* you may send us the papers," 
including the bill of lading covering 
the return shipment,*^ together with 
paid freight bill with notation of 
damage thereon,* " and we shall file 
claim for breakage at this end. 
Yours very truly, (88) 
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connected 

establishment 

workmanship 



quality 

estimates 

dummies 



Mr. T. L. Buchanan, 

Commercial Bldg., 
Butte, Mont. 
Dear Sir: 

I am now connected with the 
well-known printing establishment 
of John R. McFetridge & Sons. 
We are in a position to give you the 
best in workmanship," quality," and 
service. 

A telephone call or postal card 
will receive my immediate attention," 
and I shall cheerfully furnish you 
with estimates y dummies, ^^ etc. 

Will you kindly bear me in 
mind when you are in the market 
for printing?! 

Yours very truly, (72) 
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educational 
information 
Canada 
hesitate 



institutions 
colleges 
bureau 
American 



The Vincent School, 

Kingston, N. Y. 
Gentlemen: 

The Educational Information 
Bureau! of THE NORTH AMERI- 
CAN is fully equipped to furnish 
all necessary information regarding 
schools, colleges," and educational 
institutions generally to the better 
class of people throughout this coun- 
try and Canada. 

In order that our files may 
be complete,*^ will you kindly fill 
out and return immediately the 
enclosed blank? We shall use this 
information to your best advantage. 
If we can be of further service to 
you, do not hesitate to let us know. 
Very truly yours, (82) 
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useful 
indexing 



convenience 
idea 



mr c w swanson 378 n 52d street 
Philadelphia pa dear sir on the front 
page of the public ledger you can 
get a running idea of all the news in 
five minutes by reading the news 
of the world in brief this is a most 
useful feature of the public ledger 
it saves the time of busy people 
the indexing is a great convenience 
to those who have the time for a 
more thorough reading may we 
number you among the regular 
readers of this paper cordially yours 

(79) 
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instructors 
appreciate 
machines 



professional 

languages 

Hammond 



* Thereon, thereby, and therein are single words. 

t See note for letter 121. 

X These words are capitalized because they represent thcr title of a special department of the newspaper. 
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Mr. L. T. Fesson, 
Principal, Tome Commercial School. 
Jamestown, N. Y. 
Dear Principal: 

We make a special price for 
our machine to instructors,^^ and 
shall appreciate it very much if you 
will bring this fact before your 
teachers who may be in need of a 
tjrpewriter. 

On one of our machines you 
can write all languages with many 
different styles of type;** this is 
one of the reasons why the Hammond 
is the best machine for the profes- 
sional man. 

An inquiry from you or any- 
one connected with your school will 
receive prompt attention. 

Yours truly, (84) 
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awnings 


hammocks 


canvas 


popular 


Hettrick 


involved 


circulars 


comfort 



Messrs. Pomeroy & Stewart, 

578 Penn Avenue, 
Lansing, Mich. 
Gentlemen: 

If,* with the approach of spring,® 
you are interested in awnings, flags," 
or canvas hammocks,* let us send 
you information about the Hettrick 
kind. The enclosed circulars show 
a few of our more popular aids to 
spring and siunmer* comfort. 

If you order now,* you will save 
the time and trouble involved in 
placing a rush order later. We are 
offering special prices to get orders 



to make up at once,' even though 
shipment is not desired until Apni 
or May. 

Do you want samples and prices? 
Very truly yours, (91) 
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mixed 
hardwood 



lumber 
prior 



Durham Construction Co., Ltd.,t 

Knoxville, Tenn. 
Gentlemen: 

Replying to your letter of the 
10th, the only mixed hardwood we 
have at the present time is 25,000 
to 30,000 feet of 4" x 6" x 10'. 
This liunber is at Philadelphia Road, 
Ohio, on the P. C. C. & St. L. R. R.J 
If you can use it all,* we shall make 
the price $11 per 1000 feet, on 
car at Philadelphia Road, subject 
to prior sale. 

If ordered,* we should want to 
load it all at one time. Please let 
us have your reply immediately. 

Yours truly, (98) 
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economy 


convinced 


royal 


superiority 


standard 


construction 


visible 


operation 



Mr. John Simpson, 

Macon, Ga. 
Dear Sir: 

Will you let us demonstrate 
to you the many points of economy 
and advantage to be found in the 
Royal Standard All Visible Type- 
writer? We are convinced you will 



* The names of seasons should not be capitalized unless personified. 

t "Because of the common law liability of each partner to pay the whole of the partnership debts, 
the general partnership is growing less popular and is being supplanted by what is known as a limited partner- 
ship, because in such the partners are liable only for a limited amount." — Rowe's Commodal Law, page 201. 
The abbreviation Ud. after a firm name indidktes such a partnership. 

X Look up this abbreviation in Appendix C, page 253. 
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readily perceive its superiority over 
other machines. 

The price of this machine is 
$65,' which means a saving of 30% 
to the purchaser. 

If we can show you better re- 
sults," simpler construction, saving 
of time in operation," and saving of 
expense,* don't*' you think you had 
better look into it? 

Write us to call and explain our 
proposition. 

Very truly yours,* (96) 
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appearance 
Bleeker 
crackle 
commercial 



requirements 
exceptional 
merits 
sizes 



Mr. A. L. Kingeiy, 

673 Grant St., 

Lynchburg, Va. 
Dear Sir: 

We are enclosing a sample of 
our Bleeker Bond,^* and wish to draw 
your attention to the fine appearance 
of this paper and to its snap and 
crackle. 

Sizses and weights for usual com- 
merical requirements are carried in 
stock," and we are prepared to exe- 
cute special orders promptly. At 
the price of llj^ji apoimd,* this 
paper really represents exceptional 
value. 

Examine its merits and favor 
us with a trial order today," and 
thus convince yourself of its many 
advantages. 

Yours truly, (88) 
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circular 


mortgage 


collateral 


attractive 


accrued 


electric 



L. T. Wills, Esq., 

765 Finley St., 
Joliet, 111. 
Dear Sir: 

As requested in your letter of 
the 16th instant,* we are enclosing 
a copy of our circular relating to 
the Georgia Land & Loan Company 
collateral 5% trust notes referred 
to in our advertisement. The price 
of these notes is 97Ji and accrued 
interest. 

We also enclose a circular relat- 
ing to Blue Ridge Electric Company 
Hrst mortgage 5s.t The price of 
these bonds is 95 { and accrued 
interest. They are both very attrac- 
tive investments," and we trust we 
shall have the pleasure of receiving 
your order. 

Yours very truly, (98) 
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welcome 

concerning 

assure 



channel 

Horrocks 

desks 



Mr. C. T. Simmons, 

Universal Varnish Co., 
Lima, Ohio. 
Dear Sir: 

We have your letter of the 26th 
and are sending our catalogue to- 
day. We are also writing our repre- 
sentative in Lima,* the J. W. Mason 
Company,* 567 Walnut Street,* to 
take up this subject with you and 
explain some of the many good points 



* Only the first word in the complimentary close should be capitalized. 

t This indicates that these mortgages bear interest at the rate of 5% per annum. "West Penn Rail- 
ways 6s'' means that the rate of interest on these bonds is 6%. See the financial page of a newspaper. 
X In quoting prices of stocks and bonds, the dollar mark is usually omitted. 
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concerning Horrocks Desks. They 
will be able to quote you satisfactory 
prices. We hope you will favor 
them with your order,* which we 
assure you will be welcomed through 
this channel. 

Yours truly, (82) 
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electric 
current 
supply 
flasher 



installation 
apparatus 
submit 
consumed 



Maiden Realty Co., 

213 Market St., 
Maiden, Mass. 
Gentlemen : 

We assiune that you have been 
using your electric sign long enough 
to know what the current consumed 
is costing you. We can furnish 
you a flasher complete with motor,* 
which will save 60% of this amount 
and at the same time give a much 
better advertising effect. We can 
supply the flasher for Forty-five 
Dollars ($45.00),*" not including 
the cost of installation. If you are 
interested,* we shall submit an esti- 
mate as to what the cost of installing 
. this apparatus will be. 

Yours respectfully, (88) 
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dies 

submitting 

quantity 



approximately 

inability 

quotations 



Messrs. L. M. Sharp & Co., 

301 Marshall Street, 
LaCrosse, Wis. 
Gentlemen: 

We have received the sample 
box handed to our representative. 



We do not have the dies for making 
this style of box," and the quantity/ 
10,000,^ would be too small an order 
for which to put in the dies. These 
dies would cost approximately $150. 
We thank you for the oppor- 
tunity of submitting quotations/^ and 
regret our inability to serve you in 
the matter. If,* at any future time," 
you are in the market for any other 
boxes,' we shall be pleased to quote 
you prices. 

Yours very truly, (94) 
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academies 
experience 
designing 
requirements 



composing 
bindery 
operated 
executing 



shadyside academy meriden conn 
gentlemen we are makers of cata- 
logues and yearbooks for schools 
academies and colleges we have had 
much experience in the planning 
and executing of printed matter for 
educational institutions and fully 
understand the requirements of such 
work our facilities are very com- 
plete including a designing and en- 
graving department composing and 
press rooms of modem equipment 
and a bindery all operated by com- 
petent workmen may we be con- 
sidered when you are ready to issue 
the next edition of your catalogue 
or any other printed matter samples 
will be gladly sent very truly yours 

(92) 



141 



announce 

organization 

wholesale 



reliable 

acquaintance 

mutual 



* In formal quotations, as here, the amount should be written in letters, followed by the same amount 
in figures in parentheses. 
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Daniel Statler & Co., 

Kalamazoo, Mich. 
Gentlemen: 

This is to announce the organi- 
zation of the Manufacturers' Lum- 
ber Company,* which will conduct 
a general wholesale liunber business. 

We shall represent reliable mills 
from all the larger producing sections 
of the country,^* and know we can 
be of service to you in securing such 
material as will best meet your re 
quirements. 

Our acquaintance with the stock 
we handle,' as well as with the con- 
suming market,' should induce you 
to give us a trial. We believe our 
p>ersonal attention to your require- 
ments will be of mutual advantage. 
Yours very truly, (91) 
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Messrs. Wm. Judson & Co., 

Bradford Bldg., 
Chelsea, Mass. 
Gentlemen : 

Your card reached us this morn- 
ing. We are sending under sepa- 
rate cover a copy of our Script 
Cut catalogue,' in which you will 
find prices and description of the 
cuts we carry in stock. We trust 
you will find listed what you desire," 
and that we may receive your order. 
If you do not find what you want,^ 
kindly let us know," and we shall 
endeavor to make up something to 
meet your special requirements. On 
special cuts, of course,' the price 
is a little higher than on those men- 
tioned in the catalogue. 

Yours very truly, (97) 
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Mr. L. Y. Yates, 

459 New York Avenue, 
Washington, D. C. 
Dear Sir: 

The Southern Railway will sell 
Christmas holiday roimd trip excur- 
sion tickets from Washington to 
points south of the Ohio and Potomac 
and east of the Mississippi rivers at 
the rate of one and one-third of 
the first-class one-way fare, plus 
25ff. Tickets will be sold on Decem- 
ber 23, 24, 25, 30, 31,1° and January 
1,^^ with final limit good to leave 
destination returning not later than 
midnight,* January 6,* 1916. 

The undersigned will take pleas- 
ure in furnishing any further informa- 
tion. 

Yours truly, (94) 
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Johnson Sales Agency, 

Plymouth Bldg., 

Niagara Falls, N. Y. 
Gentlemen: 

We make soaps and cleansers 
and sell them direct to the consumer. 
Therefore," the cost of soaps and 
cleansers from us is simply the cost 
of manufacture with only our one 
small margin of profit added. This 
eliminates from our prices all middle- 
men's profits,^ which are never less 
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than 10% and in some instances as 
much as 20%. 

If you wish to make large reduc- 
tions in your bills for soaps and 
cleaning powders,* use the enclosed 
price list and tiy us with your next 
order. 

Yours very truly, (93) 
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Mr. John Dickerson, 

785 Vanderbilt St., 
Auburn, N. Y. 
Dear Sir: 

As a representative business 
man,* your name will be an advan- 
tage to the New York Life Insurance 
Company. We have a special propo- 
sition that we desire to submit to 
you," and have taken the liberty 
of sending one of our representatives, 
Mr. Charles Dickenshield,* to call 
upon you and acquaint you with its 
advantages. 

The proposition is interesting 
and out of the ordinary. It can 
be made of great advantage to you, 
as well as to the company. We 
feel confident that its mutuality 
will justify your serious consideration 
of it. 

Very truly yours, (99) 
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Mr. F. E. Bennett, 

Brookline, Mass. 
Dear Sir: 

We do not know of any hand- 
power dough mixer on the market. 
It is a long time since the writer 
has seen one. 

We are mailing to you today 
a copy of our catalogue of bakers'** 
tools," and refer you to page 9 for 
an illustration and description of 
our Superior Double Dough Mixer.* 
We have discontinued manufacturing 
the 14 barrel size," but we can 
furnish a machine having a capacity 
of Ji barrel for $125 (single arm 
better)" or $150 (double arm beater). 
Yours very truly, (99) 
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Falcon Printing Co., 

Zanesville, Ohio. 
Gentlemen: 

Kindly read the enclosed de- 
scriptive circulars of our sweeping 
compound and the vital reasons 
for its use. 

It is not a product compounded 
along "get-rich-quick" lines. They 
come and go," leaving "Perolin"" 
with a stronger hold on its users. 
It is a strictly scientific product, 
different from and better than others. 

"Perolin" will go farther in 
use than other compounds,' will not 
dry out,® and gives absolute satis- 
faction. In every respect,* it is 
economical and sanitary. 



* See first note to letter 125. 
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Send us your order and be con- 
vrinced of its merit. 

Truly yours, (91) 
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Mr. F. M. Bamford, 

378 Atlantic Ave., 
Elmira, N. Y. 
Dear Sir: 

THE EVENING TIMES is do- 
ing things,* as you will see. from the 
enclosed statement by Mr. Mxmsey. 

Every line of the 56 coliunns of 
advertising was paid for at the reg- 
ular rates. Doesn't* it strike you 
that the Sunday evening edition 
of THE EVENING TIMES," hav- 
ing the field entirely to itself,' offers 
unusual opportunities as an advertis- 
ing medium? 

We desire to keep within six- 
teen pages,* as we don't want a 
big bulky newspaper. Our advertis- 
ing space is necessarily limited," 
and we would, therefore,' request 
that you get your copy in early if 
you desire space next Sunday. 

Yours truly, (102) 
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Mr. T. O. Oscar, 

Battle Creek, Mich.. 
Dear Mr. Oscar: 

We are enclosing a rough proof 
of your sketch as it will appear in 
our new encyclopedic directory. 



We expect to go to press with 
this section five days from the time 
this is mailed. It is all ready," 
so please make no changes unless 
they are absolutely vital. Every 
alteration will cause delay. Errors 
already marked will be corrected. 
If we do not hear from you in five 
^ days,' we shall assimie that all is 
O. K. as marked. 

Thanking you for your confidence 
and assistance in this great under- 
" taking, we aref 

Sincerely yours, (98) 
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mr a k wilson 468 grant st Chester pa 
my dear sir you undoubtedly hold se- 
curities today netting you an income 
of under 6% upon their selling price 
in investing funds the safety of the 
principal is your first consideration 
after obtaining such safety your 
aim should be to secure all the in- 
come possible commensurate with 
absolute security will you kindly send 
us a list of some of the investments 
you hold which are not giving you 
an adequate return we shall then 
compare them as regards safety and 
income return with some which we 
offer we thank, you in advance for 
the courtesy of a reply very truly 
yours (103) 
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Never uie donH with the third penon lingukr. 

Do not place a comma after "we are" in such a construction. The clause is, "We are sincerely yours. 



64 



DICTATION COURSE IN 



The Director, 

The Commercial Museum, 
Philadelphia, Pa. 
Dear Sir: 

The Department is in receipt 
of a telegram from the American 
Consul at Rome,* Italy," requesting 
that American producers and ex- 
porters be urged to make tenders 
to the Minister of the Interior of 
Italy for the supply of beef. The 
consul adds that delivery should be 
quoted at Rome. These tenders 
would be in competition with those 
made by producers in South America. 

The Department respectfully 
suggests that you bring this matter 
to the attention of leading American 
business firms likely to be interested 
in the supply of beef to European 
markets. 

Respectfully yours, (96) 
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Mr. Wm. W. Mason, 

Elgin, 111. 
Dear Sir: 

We have not heard from you 
for quite a while. Is there an oppor- 
tunity of doing some business with 
you this season? We have a num- 
ber of splendid applications on hand 
ranging from $750 to $30,000. If 
you have any idle funds that you 
would like to place at 6% or 7%* 
and will tell us approximately how 
much you will be willing to invest,*^ 
we shall welcome the opportunity to 
acquaint you with what we have to 
offer. 



We shall not consider that you 
have committed yourself to take any 
definite action until we hear from you 
again. 

Yours truly, (111) 
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Mr. T. W. Jacobs, 

President, Walker Electric Co., 
Danville, 111. 
Dear Sir: 

We are sending to you a sheet 
of Dill & Amsterdam's paper," India 
tint,* which they have on hand and 
can furnish at once. They say it 
will take at least three weeks to 
make a new lot. Upon comparing 
this sample with the paper which 
we used in your last year's catalogue,^ 
we find that it is a trifle lighter. 
We understand that this is more 
acceptable to you than the darker 
shade woidd be. 

We have,* therefore,' ordered 
the paper to be sent at once," and 
shall be ready to proceed with the 
work when the plates and cuts are 
made. 

Very truly yours, (108) 
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Lowell Commercial College, 
Lowell, Mass. 

Gentlemen: 

About your college yearbook.f 
You want some individuality 

injected into this next issue. We 



* What are the legal and maximum rates of interest in your state? 

t This construction is used to attract the attention of the reader at the outset. 
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are convinced that we can serve you 
better than your local printers can,* 
because of our wider experience in 
this field. 

It will cost you nothing to con- 
sult with us,** and we shall submit 
ideas which you may not otherwise 
obtain. Whether you are all ready to 
go to press or do not intend to print 
for some months to come,* write 
us on this subject today and send 
us an outline of your requirements. 
We fed certain we can help you. 

Yours truly, (99) 
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Mr. J. C. Lamb, 

478 Cherry St., 
Roanoke, Va. 
Dear Sir: 

We are pleased to annoimce that 
on November first we took formal 
possession of the Model Garage lo- 
cated at 467-469 Brown Street,* 
where we are fully equipped to 
give efficient service to all who 
favor us with their patronage. 

Our repair shop will occupy 
the spacious,*® well-lighted second 
floor of the building. Its equip- 
ment will be second to none," and 
it will be managed by one who has 
for many years enjoyed an enviable 
position among the best automobile 
engineers in this city. 

You are most cordially invited 
to inspect our plant at your conven- 
ience. 

Respectfully yours, (106) 
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Messrs. Schulz & Fineman, 

876 E. 12th St., 

New Castle, Pa. 
Gentlemen: 

A re-inspection of the electrical 
equipment in premises located at 
876 E. 12th* Street was made on 
October 15,t 1916. Our inspector 
reported the equipment defective 
and recommended the changes noted 
on the attached sheet. 

The hazard of electricity,* when 
used on a defective installation,* 
is such that unless the improve- 
ments recommended are made within 
the next thirty days,* we shall be 
compelled to recognize the hazard 
in your insurance rate. 

The changes recommended should 
be made by a responsible electrician. 
We trust that we shall hear from you 
within a few days to the effqpt that 
the changes referred to will be made 
without delay. 

Yours very truly, (113) 
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A. C. Folsom, Esq., 

576 Stevens Bldg., 
Newton, Mass. 
Dear Sir: 

Is there before you any ques- 
tion incident to the organization 



* Remember that 4th, 12th, etc., are not abbreviati3ns and do not require the period, 
t Sec note to letter 2. 
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or qualification of a corporation under 
the laws of any of the states? In 
such an event,* our company can 
be of service to you. 

Our practice of cooperating with 
counsel* in matters of this kind and 
acting as statutory agent for corpora- 
tions has resulted in our securing 
most comprehensive and authentic 
files of corporation laws,*° forms, ^^ 
precedents,*** object clauses,^^ and 
carefully drawn charters! for all 
states. 

If any of the foregoing docu- 
ments will be of assistance to you,* 
we shall be pleased to furnish them 
without any obligation on your part. 
Yours very truly, (107) 
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Minnesota Lumber Co., 

Carson, Minn. 
Gentlerilen: 

We have your letter of the 14th," 
and note that you are not in a posi- 
tion to do anything for us at the 
present time in the Pittsburgh terri- 
tory. It occurred to us,' however," 
that you might be interested enough 
to quote us on the following :*i 

Two or three cars each 2" x 4" 
X 6' and 2" x 6" x 6' #1 or #2 
hemlock,** delivered on a Pittsburgh 
rate. 

Two or three cars 32" hemlock 
or chestnut /a/A," delivered on a 
New York rate. 

If you can furnish this lumber,* 



we shall thank you to quote us your 
lowest prices. 

Yours truly, (115) 
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Emerson Shoe Company, 

678 Hamilton Ave., 

Poughkeepsie, N. Y. 
Gentlemen: 

We invite your attention to the 
matter of advertising novelties. Why 
not advertise direct to your trade," 
sending something to the very people 
with whom you want to do business? 

An advertising novelty is a 
personal call. Itst welcome does 
not wear out," and since it stays 
a long time,* it tells again and again 
about the goods you have to offer. 
We are enclosing a sample of our 
work and shall be pleased to hear 
from you. 

Very truly yours, 
P.S. If you are interested in indoor 
signs,* let us send you samples," 
together with quotations,' of our 
Pulveroid and Prismatic signs. 

(105) 
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mr t c stein the Jefferson orange n j 
dear sir because we are interested 
in bringing you in as close touch as 
possible with the personal policies 



* Distinguish carefully between counsel meaning advice (or one who gives advice, as a lawyer) axtdcoun- 
cil meaning an assembly of persons who meet for consultation. 

t "A charter is a special act of the legislature creating a particular corporation." — Rowe's Commercial 
Law. 

I /<x as a possessive adjective never has the apostrophe. It's is a contraction for "it Is." 
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and views of mr munsey the owner 
and publisher of the evening times 
we are taking the liberty of sending 
you a reprint of the editorial on the 
standard oil decision written by 
mr munsey himself let me invite 
your attention especially to the ex- 
pression of his belief in a general 
and pronounced improvement in 
business conditions you will note 
that his optimism is not simply the 
voicing of a wish for better business 
but is supported by facts that justify 
it he looks for a sane rational and 
sure prosperity yours very truly 

(113) 
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Walter Brick Co., 

Newport, R. I. 
Gentlemen: 

In reference to our tele- 
phone conversation regarding the 
special shape of brick for the Alder 
Court Apartments,' I wish you would 
have these shipped to us by express 
as soon as they are out of the kiln. 

This delay is holding up our 
work now," and I cannot under- 
stand why the brick were not made 
sooner. Your Mr. Shaw distinctly 
understood that we would need them 
within four weeks of the time the 
order was placed," and he promised 
to have them for us on time. The 
information regarding this matter 
has been in your hands since July 29. 

Yours truly, (103) 
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Mr. A. J. Heckel, 

367 Pond St., 

Perth Anjboy, N. J. 
My dear Sir: 

We have your order of the 14th 
for ten Electra Axminster rugs,' 
which we have recorded as per mani- 
fold enclosed. The two p>attems 
which you ordered are in stock and 
will be shipped promptly from the 
mill. 

We regret that we have no other 
patterns in the 11 ' 3" x 12' size simi- 
lar in coloring and design to the pat- 
tern you describe. There are several 
tan Orientals and medallion effects 
which can be furnished in this size," 
and we should be glad to send you 
several of these if they will answer 
your purpose. 

Yours truly, (102) 
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Mrs. Elizabeth J. Small, 

674 Garfield St., 

Newburgh, N. Y. 
Dear Madam:* 

Enclosed you will find statement 
with check to balance. Mr. Lans- 
ford vacated your LaSalle Street 
house about the 25th «//.,t " and as 
yet we have been unable to collect 
the July rent from him. Both he 
and his mother-in-law promised very 
faithfully to pay this rent in monthly 
installments of from $3 to $5. We 
hope in this way to be able to make 
collection. 

We rented the house to Mr. 
Lester,* the gentleman you spoke 



* A finn composed of women would be addressed as Mesiames, 
t Consult list of abbreviations, page 253. 
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of when you were at our office last 
Thursday. 

Respectfully yours, (94) 
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Mr. H. J. Browning, 

Granite Square, 
Oshkosh, Wis. 
Dear Sir: * 

M. Winelander & Co. vs. Charles 
S. Basham.* 

We have this day obtained 
judgment against debtor for the full 
amount of the claim and interest. 
The debtor has ten days in which 
to stay or pay claim,** or file bond 
for appeal. In case he neglects 
to do either,® we shall have execution 
issued at the expiration of that time. 

According to our figures,* your 
check for $75.85 should have been 
$82.45. There is no hurry for the 
balance. We simply take this occa- 
sion to point out the difference. 
Respectfully yours, (105) 
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Mr. W. J. Knight, 

476 Randolph St., 
Newark, Ohio. 
Dear Sir: 

In answer to your letter of Sep- 
tember 24,® I desire to say that the 
American Mutual Life Insurance 
Company was taken over by the 
Federal Life Insurance Company of 



America on March 1," 1916. The 
present company assumed all the 
liabilities of the former company. 
If you will refer to your policy,® you 
will find a photographic copy of your 
application for insurance in which 
this change is set forth. 

The change simply involved 
carrying out a plan which we had 
formed from the beginning. I hope 
that this will give you the desired 
information. 

Very truly yours, (102) 
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Mr. C. L. Reller, 

120 Boyle St., 
Pueblo, Colo. 
Dear Sir: 

We have your check for $74," 
being a part payment on the note 
due November 24. We note in 
your letter that you desire to change 
the policy from one to two payments 
a year. We suggest, that for this 
year you continue the annual pay- 
ment,** and we shall then extend 
the balance of the note for four 
months. If this is not satisfactory," 
kindly forward your policy and we 
shall make the necessary arrange- 
ments. 

On Policy No. 234678 the semi- 
annual premium is $15.42,^^ while on 
PoUcy No. 247896 it is $74.48. 
Kindly let us know your wishes in 
tl\e matter at your early convenience. 
Respectfully yours, (140) 



* This indicates that M. Winelander & Company is the plaintiff (the person or company that brings 
a suit at law) and Charles S. Basham the defendant (the person or company against whom a suit is brbught) 
b this action. 
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Mr. Wm. C. Lane, 

Flint, Mich. 
Dear Sir: 

Your shipment of fourteen tubs 
of butter has been received. The 
quality is entirely satisfactory. Be- 
ginning with next week,* we can use 
all the butter you can ship us above 
our regular Eastern* orders which 
you are already taking care of. 

The butter received yesterday 
showed good grass color," and con- 
sequently you need not use artificial 
coloring matter from this time on,' 
as we prefer natural color. 

Commencing with next week's 
shipment,** we shall pay you the 
regular premium of }4i a p>ound 
for the butter shipped to Chicago 
during the storage season. 

Yours respectfully, (99) 
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Messrs. Lacey & Clancy, 

Dubuque, Iowa. 
Gentlemen: 

There has recently been or- 
ganized in Chicago a committee of 
the Norwegian Chamber of Com- 
merce in the United States,* the 
object of which is to promote better 
commercial relations between Nor- 
way and this country. 

The attached pamphlet will ex- 
plain the object of this organiza- 



tion," and we thought that it might 
possibly be of assistance to some 
of your customers. We are taking 
the liberty of sending under sepa- 
rate cover 25 copies of this pam- 
phlet,* which you can mail to such 
of your customers as you think will 
profit from an organization of this 
nature. 

Yours respectfully, (98) 
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The F. H. Young Co., 

Council Bluffs, Iowa. 
Gentlemen: 

We have had occasion to write 
to you in the past relative to supply- 
ing you with our high-grade liihri- 
cants. As we wish to keep our 
products before you,^ we once more 
invite your attention to their supe- 
rior merit. 

We sincerely trust that when 
you are again in the market we shall 
be favored with your inquiries or 
orders,* both of which will have our 
prompt and careful attention. \Vc 
feel certain that you cannot purchase 
anywhere lubricants that will give 
you more economical and efficient 
results than can be obtained from 
our products. 

Very truly yours, (98) 
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• Capitalized because referring to a part of the country. 
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satisfactory to you if we were to 
send statement of your accotuit ac- 
companied by full information as to 
terms time overdue niunber of state- 
ments sent etc to a local bank or 
responsible collector for personal 
attention you intended no doubt to 
reply to that letter or to send a. 
remittance but nothing has been 
received it is not a serious oversight 
of course but promptness in remitting 
is greatly appreciated we shall assume 
that it is satisfactory to you to have 
a bank or collector act as suggested 
should you not let us hear from you 
this week yours respectfully (110) 
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Mr.- H. G. Giles, 

876 Converse Place, 
Quincy, HI. 
Bear Sir: 

Subject: Policy No. 453,910. 

We believe it would be very 
greatly to your interest to reinstate 
your policy in the Standard. Should 
you desire to take out any life insur- 
ance in the future,' the premium 
will amoimt to more than the pre- 
mium you are now paying. If you 
are in good physical condition and 
will sign the enclosed certificate,' 
you can be reinstated at this time 
without a medical examination. 

We are so anxious to put your 
policy into full force again that we 
shall allow you the privilege of ex- 
tending the full payment of your 
premium by taking your note in 
payment thereof. 

Kindly let us near from you. 
Yours sincerely, (121) 
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Mr. E. E. Chance, 

Registrar, Adelphi College, 
Brooklyn, N. Y. 
Dear Sir: 

Our card system for school 
records brings into sjrstematic order 
all the information about each stu- 
dent and his work from the time he 
enters school until he leaves it. 

The card record is kept with 
about one-quarter of the clerical 
work requir«i by books. Its clear- 
ness and convenience give a new value 
to the information it contains. 

We have equipped nearly all 
the leading colleges with our sys- 
tem," as well as hundreds of public 
and private schools. We wish to 
send you some interesting card forms 
with an explanation of their uses. 

Will you fill out and mail us the 
enclosed card? 

Very truly yours, (108) 

173 
items complete 

inquiries fairly 

The Bain Lumber Supply Co., 

Binghamton, N. Y. 
Gentlemen: 

We have your letter of the 11th 
instant,^* and we regret very much 
to have to tell you that we are not 
in a position to quote on any of the 
items about which you inquire. 
Our list of dry lumber is not as com- 
plete as it usually is," and we may 
have to turn back a good many of 
your inquiries;** at the same time,* we 
hope to be able to quote on at least 
a part of them. 
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If you have any orders for 
poplar to place,* we should like to 
hear from you,' as we have a fairly 
good stock of this kind of wood. 

Yours truly, (111) 
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Messrs. W. B. Roberts & Co., 

765 Madison Block, 
East Orange, N. J. 
Gentlemen: 

In compliance with the request 
contained in your letter of the 9th,' 
we are mailing under another cover 
our special pamphlet )<^12," and 
refer you to page 8,* figure 429,* 
for our peanut fryer. The outside 
jacket is made of seamless steel 
with steel-bound screen,^ or basket," 
all heavily tinned and arranged so 
that the grease wiU drain into the 
vat. This fryer has a capacity of 
25 lbs. We can furnish it for the 
sum of $10, less 10% discount. 

We could also furnish an extra 
large fryer," having a capacity of 
50 lbs., 8 for the sum of $15 net. 
Yours very truly, (114) 
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Toledo Car Mfg. Co., 

Toledo, Ohio. 
Gentlemen: 

You no doubt will require in 
the near future some car material 
in the form of lumber. 



We have been successful re- 
cently in making connections with 
several of the largest manufacturers 
throughout the South to handle 
their stock exclusively in this terri- 
tory. 

We have at present several 
large lists of car material to offer," 
and we shall appreciate anything 
you can do to assist us in relieving 
our mills. 

Please let us have copies of your 
requisitions from time to time. We 
feel certain that we can quote you 
favorable prices. 

Very truly yours, (95) 
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Mr. Wm. S. Hartford, 

Soffell Bldg., 
Urbana, 111. 
Dear Sir: 

We recently made draft on you 
for $65,* " intending to afford you 
every convenience for remitting the 
amount past due on your account. 
This draft has been returned dis- 
honored. 

In view of your reputation for 
meeting your obligations," we are 
surprised at this condition. The 
draft may not have been properly 
presented," but the facts are that 
you obligated yourself to make 
regular payments on this accoimt;* 
you were duly notified of the sale 
of the account to us;*® and we have 
sent you notices requesting pay- 
ment and also notification of the 
draft. 



* See second note to letter 125. 



BUSINESS LITERATURE 



73 



Please send us $65,^ the amount 
of payment due. We expect the cour- 
tesy of a prompt response. 

Very truly yours, (119) 
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Mr. H. J. Knox, 

Manager, Swift & Company, 
Quincy, Mass. 
Dear Sir: 

This is the time of the year 
when the demand for a good soap 
for washing woolens increases. 

Wool Soap is recognized as the 
best for this purpose. It is abso- 
lutely pure,*® cleanses thoroughly,*"* 
and leaves the garment in perfect 
condition. 

In addition to its being the 
best for woolens and fine fabrics,* 
it is also imsurpassed for toilet 
and bath use. It is now being ex- 
tensively advertised as a toilet and 
bath soap. We desire to have all 
houses supplement this general ad- 
vertising by calling the soap to the 
attention of their trade and featuring 
it as a toilet and bath soap. 

Please see that your salesmen 
are soliciting all trade on Wool Soap. 
Yours very truly, (120) 

178 
repeating cooperation 

specify ample 

Mr. L. W. Ambrose, 

Supervising Principal, 
Pickett, W. Va. 
Dear Sir: 

May we ask you to send us your 
fall order this year on or before July 



15? We made a similar request 
last year to our customers," and 
the result proved so satisfactory to 
them and to ourselves that we are 
repeating our request this year. 

We shall pack your books as 
soon as the order is received and 
ship on such date as you may specify. 
The books will not be chaiged imtil 
shipped. 

We enclose order blanks and 
trust that we may have your codpera- 
Han in this matter,* as it seems to 
oflFer a simple way of insuring an 
ample stock of books for the begin- 
ning of the term. 

Very truly yours, (116) 

* 
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The Wilbert Lumber Co., 

Harrison, Ark. 
Gentlemen : 

We have yours of February 7 
and would surely be interested in 
having you solicit orders for our 
account;*^ but before we can decide 
definitely whether you are in a posi- 
tion to be of benefit to us or not,* 
we should like to know whether it is 
fir or cedar to which you refer. If 
cedar,® what mixtures are most 
salable in the territory you are work- 
ing? Kindly inform us also if you 
are in a position to go after the large 
timber business,* as we make a 
specialty of this. 

Please give us this information 
promptly," and let us know at the 
same time what commission you 
would expect. 

Yours very truly, (114) 
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mr t j Jennings 658 witmer ave wil- 
liamsport pa dear sir I enclose your 
license to operate a motor vehicle 
in any city borough county or town- 
ship within the commonwealth of 
Pennsylvania during the year 1916 
and have sent to you by express two 
license number tags which must be 
carried upwn the motor vehicle one 
upon the front and the other upon 
the rear the law requires that one 
hour after simset you shall have the 
number upon the rear of the vehicle 
sufficiently lighted so as to be plainly 
distinguishable the law also re- 
quires that all other license niunbers 
shall be removed from your motor 
vehicle while it is being operated 
in Pennsylvania the enclosed license 
expires december 31 1916 yours 
truly . (119) 
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Mr. C. T. Hartman, 

Manager, Business Service Co., 
Philadelphia, Pa. 
Dear Sir: 

For your information and rec- 
ords,* we are enclosing a copy of the 
certified statement of the net paid 
daily average circulation of "The 
Philadelphia Bulletin"^^ for the year 
1916, 

"The Bulletin's" circulation fig- 
ures are net;** all damaged, *o unsold, 
free, and returned copies have been 
omitted. 



The circulation of this paper is 
larger than that of any other daily 
new^apef published in the state 
of Pennsylvania," and it goes daily 
into nearly every Philadelphia home. 

You can cover the Philadelphia 
field at one cost by concentrating 
your advertising in "The Bulletin." 

If there is any special informa- 
tion you desire about the paper or 
about Philadelphia,® we shall be 
pleased to be of service to you. 

Very truly yours, (120) 
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Mr. Horace C. Bridewell, 

Racine, Wis. 
Dear Sir: 

I note what you say in your let- 
ter of the 4th as to proofs that this 
company will be able to carry out its 
promises. The fact that we are 
putting up the legai reserve on ail 
policies we issue," and that the State 
Insurance Department is making 
regular inspections of our reserves,* 
is the best proof- that we shall be 
able to meet all obligations. As you 
know,® this legal reserve has always 
proved to be more than enough to 
meet any losses the company has 
sustained. You will undoubtedly hear 
many rumors from agents of rival 
companies regarding this company. 
However,® you doubtless realize that 
the only one who will be benefited 
by your dropping your policy will 
be the agent who reaps the com- 
mission. 

We enclose a copy of our last 
annual statement. 

Respectfully yours, (140) 
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Mr. Charles M. Taylor, 

391 Queen St., 
Berkeley, Cal. 
Dear Sir: 

As the fall season is now ap- 
proaching with its cool weather,* 
which does so much to blight the 
pleasures of automobiling," we wish 
to call your attention to the excep- 
tionally fine $45 folding wind-shields 
that we are putting on cars," as well 
as on limousiney landatdet,^^ and 
taxicab bodies. 

If you are not interested in the 
above,^ perhaps your car needs re- 
painting,^° a new top," or slip covers. 
We are in a position to give you the 
finest workmanship and material 
that can be obtained. This is the 
time to place your order to insure 
delivery before severe weather sets in. 
Very truly yours, (109) 
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Mr. W. M. Hunger, 

Principal, Lafayette Academy, 
Fairview, Ind. 
Dear Sir: 

We presume you will soon ar- 
range for your fall supply of em- 
hossed stationery,* and we would 
appreciate your request for samples 
showing the quality of our work. 

If you will state the quantity 



adapted 

application 

horsepower 



used during the year,® we shall be 
pleased to make a special esHmcUe 
covering your requirements. 

We furnish many of the leading 
private schools in the country with em- 
bossed stationery. Our work is ;first- 
classin every respect and our prices are 
reasonable. Some of the specialties 
in our line are:^^ diplomas," certifi- 
cates," office stationery," engraved 
or embossed students'** paper put up 
in quire boxes," commencement in- 
vitations," dance orders," etc. 

We should appreciate a reply 
stating your needs in any of these 
lines. 

Yours respectfully, (120) 

185 
lubrication 
compilation 
authoritative 

Mr. P. S. Percy, 

302 West View Ave., 
Augusta, Ga. 
Dear Sir: 

We note that you have secured 
an automobile license," and presume 
that you either own or operate a car. 

We have just completed a small 
booklet containing some very valuable 
information on the subject of auto- 
mobile lubrication. The compilation 
of the booklet has cost us considerable 
time and money," and we believe 
that it is entirely authoritative. We 
shall be pleased to mail you a copy 
upon application. 

We manufacture an oil particu- 
larly adapted to each make of auto- 
mobile, and we would thank you,'* 
upon making application for this 
booklet,* to state the make and 
horsepower of your car. 

Very truly yours, (104) 



* What is the distinction between stationery and stattonaryf 
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Messrs. W. T. Tucker & Co., 

302 Hudson Street, 

Schenectady, N. Y. 
Gentlemen : 

In giving personal service to 
customers," I have been unable to 
get around ' to see you as often as 
I should like. 

I do not want an order to slip 
by me because I am not on the spot 
when you are ready to place it — '^ 
hence this letter. Let me consult 
with you on that next job," and you 
will find that I know the printing 
business thoroughly," and can give 
you a quotation right in your oflSce 
if you want it. My collection of 
"before and after"** specimens of 
printing is very interesting. I should 
like to show them to you. 

Telephone Lombard 2066 or 
Main 1698 and I shall call any time 
you desire. 

Cordially yours, (124) 
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Mr. H. S. Blakley, 

American Commercial School, 
Spokane, Wash. 
Dear Sir: 

The enclosed circular will suggest 
to you the large variety of furniture 
that we make for schools of all kinds. 
We manufacture quite a number of 
desks that are especially adapted 
to business college work. 

Our catalogue also shows other 



kinds of furniture,' such as you are 
no doubt buying from time to time. 
Would you like to have a copy of it? 
We shall be very glad to submit 
prices on any kind of seating or 
office furniture that you may require. 

Yours truly, 
P.S. We also issue a very com- 
plete catalogue of office furniture. 
One of our factories is engaged in 
manufacturing a large line of li- 
brary and club house furniture,* 
principally leather-covered goods. 

(121) 
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Mr. C. P. Houston, 

328 Lancaster St., 

Waterbury, Conn. 
Dear Sir: 

It is interesting to note the 
changes that are taking place in 
the book trade generally,* especially 
the efforts of the booksellers to in- 
duce the publishers to make the 
prices of their publications strictly 
net. 

Place your confidence in us. 
You can stock any number of our 
books. We never cut the prices of 
our publications. 

Oiir attention to inquiries and 
promptness in filling orders have 
been more than satisfactory to every 
one. 

You will do well to take a lively 
interest in pushing our books," be- 
cause of their imjimited educational 
value to your patrons. 

Note the enclosed circular. We 
are always glad to hear from you. 
Very truly yours, (112) 
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Mr. W. B. Mfller, 

765 Lansdowne Ave., 
Wilmington, Del. 
Dear Sir: 

We have taken over the business 
of the Philadelphia Printing Com- 
pany. We have thereby enlarged 
and improved our equipmenjt," and 
now have the best facilities for execut- 
ing the highest grade of work in the 
printing line. 

We want your business. Once 
we have it,* we know we shall retain 
it. We are not only printers but 
publishers as well,^* and can handle 
anything from a large magazine 
to the smallest pamphlet. We have 
our own corps of artists," and are 
prepared to furnish designs for 
special illustrative work,*° high-grade 
booklets,^ ° circulars,^® etc. 

Let our representative show 
you some excellent pieces of work 
we have done,* which will demon- 
strate how well and at what reason- 
able prices we can serve you. 

Very truly yours, (124) 
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mr w b cody 1101 new york ave 
Washington d c dear sir we are in- 
formed by the kingeiy manufacturing 
company that you are in the market 
for confectioners tools and machinery 
and we are maih'ng under another 



cover a copy of our catalogue of 
confectioners tools if you will submit 
a list of the articles desired we shaD 
be pleased to quote you special net 
cash prices thereon we call your 
attention to the faultless com popper 
shown on page 186 fig 252 this is 
the best and most satisfactory ma- 
chine for this class of work on the 
market and it is used by the leading 
manufacturers throughout the coun- 
try we hope to be given an oppor- 
tunity to quote you prices very truly 
yours (119) 
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Jackson Steam Fitting Co., 

308 Franklin Ave., 
Trenton, N. J. 
Gentlemen: 

Referring to our past corre- 
spondence," would you like to know 
the latest Govermnent statistics of 
the exports of goods under which is 
included your line of product? We 
shall be pleased to furnish the in- 
formation without expense or obliga- 
tion to you. For your convenience,® 
we enclose a blank form. Simply 
mark the heading upon which you are 
interested in having data* and return 
the sheet in the enclosed envelope. 

Now that the tarif is going down 
and the Panama gateway has been 
thrown open,*' do not fail to go 
after your share of export trade. 
These are two important economic 
reasons why you should at this time 
develop your foreign trade. 



* Give the plurals of the following foreign nouns: alumnus^ alumna, analysis, crisis, memorandum, 
hypothesis, phenomenon, thesis, datum. 
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Remember/ the "American Ex- 
porter" stands ready to serve you at 
all times. 

Very truly yours, (127) 
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Mr. J. W. Litchfield, 

Winchester Hall, 
Vincennes, Ind. 
My dear Sir:* 

Some time ago we wrote you 
in reference to obtaining a series of 
photographs of your school for a 
permanent exhibit in the museum. 

WiU it be possible for you to 
furnish three cards of mounted 
views for display in the leaf cabinets? 
The cards are 22" x 28", the 28" t 
being the vertical measurement. One 
or more photographs may be mounted 
on a card," depending on the size 
of the photographs. 

Each card should be attractively 
labeled in white letters," giving the 
naipe of the institution across the 
top of the card and the title of each 
view just below the photograph. 

Trusting you can arrange to 
send an exhibit and wishing you the 
compliments of the season, we are 
Sincerely yours, (132) 
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The Plumbers' Supply Co., 

Yorit, Pa. 
Gentlemen: 

Alay we have our representative 
call and show you a sample of slate 
gray Congoleum,* a floor covering 
which is especially prepared to resist 
hard wear and excessive foot traflBc? 

Congoleum is much cheaper 
and better than rubber strips or 
linoleimi. Congoleum affords a safe 
and secure foothold. Congoleum is 
sanitary,* as the surface will not col- 
lect or harbor dust or germs. Congo- 
leum is easily cleaned without any 
damaging effects to the fabric. Con- 
goleum does not require any nails," 
tacks," cement," or special appli- 
ances for fastening it to the floor. 
Congoleum will adhere closely to 
either a cement or wooden floor and 
will not creep," curl," or buckle. 

Please note the enclosed letter 
showing how slate Congoleum with- 
stands constant and heavy traflSc. 
Yours very truly, (126) 
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Boyer Supply Co., 

1101 Arch St., 

Youngstown, Ohio. 
Gentlemen: 

We sent you some time ago a 
booklet entitled,* "A New Way for 
the Business Man,"* which describes 
a new form of telephone service we are 
introducing which covers the leasing 
of our lines,* at reduced rates,* for 
private use for a period of time as 



* Note carefully which words are capitalized in this type oi salutation. 

t The double quotation marks are frequently used in business literature to express inches; the single 
quotation marks indicate feet. 
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short as one-half an hour daily,* if 
used before 10 A. M.,^^ between 12 M. 
and 1 P.M.,10 or after 4 P.M. 

Having received no reply," we 
again take the liberty of addressing 
you with the hope that you will be 
good enough at this time to look 
into the matter. 

We shall be pleased to have a 
representative call to see you, to 
give in full detail any information 
you may care to have concerning 
this private line service. 

Yours truly, (131) 
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Messrs. Price & Jones, 

469 Bridge St., 
Utica, N. Y. 
Gentlemen: 

Replying to your letter of the 
11th inst., we are sorry to say that 
we do not do lithographing. We have 
taken the liberty of referring your 
inquiry to Mr. Louis Restein,* 7th 
and Dickinson Streets,* who,* we 
feel certain,' will give you a price 
that will justify your placing your 
business with him. 

We desire, however, to call your 
attention to the fact that we are one 
of the largest envelope producers in 
Utica. We shall be very glad to 
quote you on anything you may need 
in this line," or on anything along the 
line of ordinary printing,* such as 
catalogues and booklets. 

Kindly let us hear from you when 
you are again in the market. 

Yours very truly, (122) 
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Mr. E. C. Heath, 

506 Lorraine St., 

San Antonio, Tex. 
Dear Sir: 

As you are doubtless more or less 
familiar with the growth and develop- 
ment of Key West and vicinity and 
therefore know how property in this 
city is constantly increasing in value," 
we are calling your attention to our 
6% gold coupon bonds which are 
secured by first mortgages on Key 
West real estate. 

These bonds are drawn in de- 
nominations of $100 or $500 and 
yield interest at the rate of 6% per 
annum. They afford a method of 
investing either large or small simis,* 
which assures the highest degree of 
safety and a most substantial income. 

Without obligating you in any 
way," we shall take pleasure in fur- 
nishing full information regarding 
our bonds upon receipt of a request 
from you. 

Yours very truly, (134) 
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The General Products Co., 

South Bend, Ind. 
Gentlemen: 

If you are a user of steam coal,' 
we desire to call your attention to 
our facilities for serving you. 

In the first place," we are our- 
selves among the largest burners of 
coal in the city. By constant test 
and experiment," we have learned 
what is the most economical coal 
for given conditions. 
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At 26th and Spruce Streets,* 
our enkrged pocket yard (16,000 
tons a^>adty), we handle all co2d 
by modem electric equipment. 

We recommend our "Lion Val- 
\ey" buckwheat and rice — ^high in 
heat,>^ low in a^. We have found 
this a most economical steam coal,'^ 
and we take the output of the mine. 
Uniformity is thus assured. For 
family coal we have eleven yards in 
the city and vicinity. 

Our weighers are sworn,** and 
full weight is guaranteed. 

Yours very truly, (133) 
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Mr. J. B. Vogd, 

407 W. Railroad Ave., 
Altoona, Pa. 
Dear Sir: 

In compliance with your letter 
of the 4th, we are mailing under 
another cover our catalogue of con- 
fectioners' tools," and refer you to 
page 190,* fig. 511, for the Eureka 
peanut sheller. This is the most 
successful machine on the market 
for removing the outside shell of the 
peanut. We have sold the machine 
to the leading houses throughout 
the country. It is furnished com- 
plete with three grates for shelling 
Virginia, Spanish,*" and pegs or pops. 

The machine will shell and fan 
out 100 to 150 bags a day," and it re- 
quires from three to four horsepower 
to operate it. The price of the ma- 
chine is $150,* on which we shall allow 
5% discount if paid within thirty 
da3rs. 

Yours very truly, (127) 
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Toronto Business Institute, 

Toronto, Canada. 
Gentlemen: 

Dictionaries are all-important in 
every school. Business schools arc 
no exception," and they,' more than 
any other type of school,' demand 
dictionaries in the handiest form," 
containing the words of everyday 
business usage and the new words 
that the progress of the world has 
brought into use. 

Webster's New Standard Dic- 
tionaries are kept strictly up to date. 
The system of diacritical markings 
is uniform," and the definitions are 
concise and dear. They should ap- 
peal to every teacher and every pupil 
in a business school. 

Your attention is invited to the 
enclosed descriptive circulars of these 
dictionaries. May we inquire what 
dictionary is used in your school? 
Is a change desired? If so,® would 
you like us to submit samples of 
the Webster's New Standard? 

Yours very truly, (127) 
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watson stationery co topeka kans 
gentlemen we have on hand about 
thirty-two reams of ledger paper 
folio size and about eight reams of 
journal paper folio size there is not 
a very wide market for it and we are 
therefore going to job it out we would 
like to send you a supply of this paper 
which is very good quality at $1.15 
a ream of 500 sheets when you recall 
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Kr. Wilson C. Carey, 

President, The Itontebello Park Zaprorement Oo., 

99 Broadway, 

New York City. 

Dear Sin 

Uy attention hae juet been called to your letter of the 12tb 
addreseed to our Ur. Janleson. In reply, I would state 
that we expeot to eee a very material Improvoment in real 
estate in Oak Park during the present year. There are 
many things that make us feel that the long delay in im> 
provement is ooming* 

A9 we wrote you on Uarch 11, the amounts mentioned to olear 
up the two Van Wick contracts are entirely past due, and 
we therefore have no authority to accept lesw than the 
amounts due. IJpweTer, if you wish us to do so, we are 
willing to submit your proposition to the Oak Bark Company 
for their action, but before doing so we wish to !cnow that 
we thoroughly understand your suggestion. 

« 

Ws understand that you will have the two contracts standing in 
llr. Van Wick's nacie for Lots 14 and 15 In Block 92 duly 
assigned to you and surrendered to the Coc^any, together 
with $1650 in exchange for deeds for Lots 7 and 8 in 
Block 93. 

Are we correct in our understanding of your proposltionT If 
you will confirm this innedlately, we shall take It up 
with the Oak Park Company. 

lioferring to your call at the office last week in reference to 
the above contracts, I would say that, as I then informed 
you, the amounts due on t^ two contracts are $936.14 and 
$939.20 on Lots 14 and 15 respectively. To be frank with 
you, I do not believe that the Oak Park Conqpany can be 
induced to accept any discount from these amounts since 
the entire balance lepast due. If you will pay up the 
entire amount due under both contracts, however, I feel 
that the company would be willing to give deeds for Lot. 
7 and 8 in Block 93. 

I shall await your reply with interest. 

Yours very sincerely, 

secretary and Treasurer. 
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that the usual price for ledger and 
journal paper cap size is between 
$3 and $3.50 a ream you can readily 
see that there will be a great saving 
in this lot the price quoted above 
is subject to prior sale please let 
us hear from you immediately if 
you wish to take some of this stock 
yours very truly (133) 
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Mr. A. C. Grifiith,* 

American Telephone & Telegraph Co., 

Pittsburgh, Pa. 
Dear Sir: 

Replying to your letter of May 5, 
probably the principal reason for our 
indifference toward your recent propo- 
sition is the fact that we cannot con- 
fine ourselves to any specific time 
during the day for our intercourse 
with the New York ofl!ice. Since 
you have discontinued the special 
coupon privilege, we have found it 
greatly to our advantage to use the 
telegraph wires rather than the 
more expensive telephone service. 

Our business is of such a nature 
that we are obliged to communicate 
with New York at any time circum- 
stances demand it; hence it is not 
always possible for us to accumulate 
matters for attention at any definite 
time. 

If some arrangement could be 



effected whereby you could again 
extend to us the privilege of the cou- 
pon system, we shall be glad to 
negotiate with you. 

Yours truly, (139) 

202 
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Mr. O. P. Waite, 

1501 Edgewood St., 
Wichita, Kans. 
Dear Sir: 

There is considerable demand 
here for money to be loaned on first 
mortgage real estate security at 7% 
to 8% a year. We should like 
to make connections with investors 
looking for this class of securities. 

As a national bank we cannot 
handle these loans ourselves, but we 
are in a position to make arrange- 
ments for the transfer of the mort- 
gages for a minimum charge; look- 
ing for our main profit to the in- 
direct benefits we shall get from the 
bringing of more money . into our 
city and the local channels of trade 
generally. 

If this matter interests you or 
any of your friends, we invite your 
correspondence. We shall take pleas- 
ure in giving you any further infor- 
mation you may wish. 

Yours very truly, (129) 
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* Beginning with this letter, the superior figures referring to the rules of punctuation are omitted. If 
you have faithfully looked up the rules and studied them, as well as rewritten the letters which are set solid 
in the book, you should now thoroughly understand the use of the punctuation marks. Test yourself on the 
punctuation of the remainder of the letters by endeavoring to give a reason for every mark of punctuatioD 
that occurs. Continue to rewrite on the typewriter the letters set soUdi A3 heretQforc. 
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Mr. Frank C. Tobey, 

Stamford, Conn. 
Dear Sir: 

This morning we received your 
inquiry and have mailed our style 
book as requested. The pictures 
show the artistic lines and correct 
proportions given sectional book- 
cases by our designers. The good 
taste of the old masters, every de- 
sirable feature of the unit idea, har- 
mony of finish, and good cabinet 
work distinguish the new Macey 
book cabinets. 

The pictures do not show how 
nice these book cabinets will look 
in your home, but that risk is ours. 
We guarantee satisfaction. Any fur- 
ther information you desire will be 
cheerfully given for the asking, and 
we shall be glad to learn that your 
name has been added to our list of 
customers. You will find Macey 
book cabinets on sale with Lafferty- 
Macey Co., 811-813 Arch St. 

Yours very truly, (134) 
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Mr. A. L. Johns, 

Diamond Rubber Co., 
Akron, Ohio. 
Dear Sir: 

The Columbia Insurance Com- 
pany* of New Jersey has reduced 
the rate of automobile insurance 
on private pleasure cars by 1%. 
This means that the 1915 or 1916 
car on which a rate of 2}i% to 
2^% has been charged can now 
be written at from 1J^% to 1}4%. 



Rates on older cars have been re- 
duced in the same proportion. Our 
liberal policy form is not restricted 
in any way. 

The Columbia is one of the 
pioneer companies writing automo- 
bile insurance, and enjoys an enviable 
reputation for prompt and liberal 
settlement of losses. The enclosed 
testimonials will verify this. 

We shall be glad to hear from 
you, and shall take pleasure in giv- 
ing you full information and prompt, 
personal attention. 

Yours truly, (147) 
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Mr. E. H. Rollins, 

508 Hanover St., 
Superior, Wis. 
Dear Sir: 

Among the recent bond issues 
we have been suggesting to our cus- 
tomers are: 

The 5% gold bonds of the Cum- 
berland Telephone & Telegraph Co., 
due 1937, price 100 J^ and interest. 

First and general mortgage 
4}^% gold sinking fund bonds of 
the New York Telephone Co., due 
1939, price 99 and interest. 

First mortgage 5% gold bonds 
of the Indiana Steel Co., due 1952, 
price 101 and interest. 

First and refunding mortgage 
5% gold bonds of the United Light 
& Railways Co., due 1932, price 
923/^t and interest. 

Descriptive circulars of the above 
issues are enclosed. We recommend 
these securities for investment, and 



• Use as few abbreviations as possible in the body of a letter, 
t See second note to letter 136. 
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shall be pleased to furnish you any 
infonnation we can upon request. 
Very truly yours, (149) 
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Messrs. Fuller & Black, 

Agents, Blackstone Bldg., 
Sioux City, Iowa. 
Gentlemen : 

Are you satisfied with your 
present cleaning arrangements? Is 
the work you are having done satis- 
factory for the price you pay? Is 
your place cleaned thoroughly, and 
does it not cost you too much? 

We would consider it a favor 
to be allowed to estimate on your 
general cleaning for September, 
whether it be only for the windows or 
for the whole building from top to 
bottom. We are looking after the 
needs of a great many corporations, 
institutions, and private parties and 
are saving them from 25% to 50%. 
We are always ready for day or night 
work, and we can send experienced 
and reliable men and women at 
any time to suit your convenience. 

Will you give us an opportunity 
to submit an estimate? 

Yours very truly, (135) 
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Mr. T. C. Calvin, 

1910 Oak St., 
Reading, Pa. 
Dear Sir: 

Are you still using the wasteful 
old-style carbon lamp in your home? 



If so, you are getting only about one- 
third of the light you pay for and are 
entitled to. In other words, you 
are pajdng for your light on the basis 
of one dollar for thirty-three cents' 
worth. 

The new Buckeye Mazda lamp 
gives triple the illumination pro- 
vided by the carbon incandescent 
lamp for the same amount of elec- 
tricity consumed. 

Don't you think we had better 
send up some Buckeye Mazdas so 
you can light your home three times 
as well and still have no larger bills 
to pay? If you do not care to re- 
lamp your whole house until you 
have proved their merits, try out 
two or three Buckeye Mazda lamps 
in your living room and note hoiw 
much more comfortably you can 
read in the evenings. 

A telephone call will bring some 
of these lamps to you. Our number 
is Bell 923R Schenley or Keystone 
942R Park. If you wish, you may 
fill in the enclosed card and return it 
to us. 





Yours truly, (191) 
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Mr. L. S. Hildreth, 

467 S. Chatham St., 
New Britain, Conn. 
Dear Sir: 

We are very sorry indeed to 
learn from your letter of the 7th that 
you have met with financial reverses 
during the summer, and also regret 
that through an oversight you have 
allowed your policy to become lapsed. 

The company stands ready at 
any time to help a policy-holder carry 
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his insurance. As you have already 
made three full premium payments 
on this policy, you are entitled to a 
loan value of $111. If you do not 
desire to borrow any money on the 
policy to pay the present year's 
premium, we shall be willing to take 
your note for the amount of the pre- 
mium, to become due in thirty, sixty, 
or ninety days. If you have any 
cash available, you can send it in, 
and we shall forward you a note for 
the difference between the fuU an- 
nual premium and the amount of 
your remittance. By taking advan- 
tage of this offer, you will not need 
to impair the loan value of your 
policy. 

Please let us hear from you. 
Sincerely yours, (179) 
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Mr. C. C. Krauth, 

458 Johnson St., 
Yonkers, N. Y. 
Dear Sir: 

Replying to yours of the 22d, 
we have no Crawford agency in 
Yonkers, but we would be very glad 
to make up a pair of our shoes for 
you, provided you will furnish us 
with the necessary information. 

In addition to the information 
you have given us in your letter, it 
will be necessary for us to know the 
lining number of the shoes, or else 
the width of the shoes which you 
usually wear, together with the 
weight of sole; and with this informa- 
tion, you might enclose your check 
for $4.25, when the shoes will go for- 
ward to you, express charges prepaid. 

We are glad to learn that you 



have found our shoes so satisfactory, 
and we hope you will continue to 
favor us with your patronage. 

Yours very truly, (138) 
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the Pittsburgh chemical co 678 
perrysville ave Pittsburgh pa gentle- 
men referring to your letter dated 
februaiy 24 relative to the customs 
charges imposed by the mexican 
authorities on the shipment of car- 
bonic acid gas to mexico city by 
your client c t steward of Pittsburgh 
I am now enclosing for your informa- 
tion copy of a report on this case by 
the american constd-gQiitral at mexico 
city dated april 2 you will note the 
consul-general reports that if your 
dient can prove to the mexican 
authorities that the actual fair 
market value of the carbonic acid 
gas at Pittsburgh is 30 the penalties 
will be refunded and he will be allowed 
to invoice the gas at the price of 3jf 
or whatever is decided by the mexi- 
can customs department to be the 
fair market price respectfully yours 

(132) 
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Mr. A. F. Alexander, 

1456 Perry Ave., 
Spokane, Wash. 
Dear Sir: 

With a great deal of pleasure 
we call your attention to the fact 
that we have enlarged our plant 
and have added considerably to our 
already large stock of patterns. 
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We have been working hard for 
the past few months, making castings 
to fit various stoves, ranges, heaters, 
and furnaces. In order to get your 
business, we are offering special 
prices on stove repairs, which will be 
quoted upon inquiry. We also carry 
a large stock of stove pipes, collars, 
lifters, pokers, dampers, flue ringSy 
in fact all appliances for stoves, 
on which we can quote attractive 
prices. 

Our representative will call on 
you in two or three weeks and leave 
with you our latest catalogue, which 
is now in the printer's hands. 

Yours very truly, (128) 
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Mr. K. C. Webster, 

1128 Pryme St., 
Lancaster, Pa. 
Dear Sir: 

There are several factors in 
particular which make our 6% gold 
coupon bonds especially desirable 
for investing surplus funds. 

1. They are secured by first 
mortgages on high-grade real estate. 

2. This real estate is worth from 
two and one-half to three times the 
obligation. 

3. They are furnished by an 
institution whose reliability has been 
tested and proved by nineteen years' 
successful business experience, the 
Tropical Building & Investment Com- 
pany. • 

4. They yield 6% per annum, 
this interest being obtainable by 
simply clipping the attached coupons 
when due. 



5. Small as well as large sums 
can be invested in them, the bonds 
being issued in $100 and $500 de- 
nominations. 

Convenience, substantia returns, 
unquestioned safety — these qualities 
characterize our 6% gold coupon 
bonds. 

An order blank is enclosed. 
Respectfully yours, (144) 
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Mr. W. C. Smithson, 

Pres., Atlantic Oil Company, 
Hazleton, Pa. 
Sir: 

The Department is in receipt 
of your letter of the 10th instant 
enclosing copies of correspondence 
exchanged between your firm and 
the American Embassy at Paris, 
relative to your complaint that the 
tare imposed by the French Govern- 
ment upon American oil barrels 
filled with lubricating oils is unduly 
low. 

In reply, I have to inform you 
that the American Ambassador at 
Paris will be instructed to give his 
careful attention to the matter of 
your complaint and make such 
representations to the French Govern- 
ment on the subject* as may, in his 
judgment, be justified by the cir- 
cumstances of the case. The Depart- 
ment would like to have you fur- 
nish the Embassy with any additional 
information and details which you 
may consider that it should have in 
its possession. 

I am, Gentlemen, 

Your obedient servant, (134) 
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Mr. L. W. Updegraf, 

4419 Sharon Ave., 
Springfield, 111. 
Dear Sir: 

The organization of our syndi- 
caie has been completed, and a num- 
ber of the leaders in our vocation 
already are enrolled as members. 

This cooperative business-build- 
ing plan greatly improves the present 
method under which our business 
is being conducted, making the mem- 
bers better known and more honored 
than they have ever been before. 

You are invited to represent 
the syndicate in your locality, and 
I am sure that its humanitarian and 
commercial purposes will appeal to 
you as strongly as they have to every 
progressive man to whom the plan 
has been presented. 

Our complete prospectus j together 
with illustrated biographical sketches 
of two of our syndicate members, is 
ready and will be delivered to you, 
all charges prepaid, if you will refold 
and mail this self-addressed "letter- 
velop.'' 

Yours very truly, (132) 
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Mr.T.C.Alcott, 

506 Morris St., 

Terre Haute, Ind. 
Dear Sir: 

I am pleased to mail to you 
copies of the descriptive booklets 
requested in your letter of the 16th. 
If you would like to have more de- 
tailed information about any of the 
places mentioned, do not hesitate 
to write me. It will be a pleasure 
to assist you. 

New England is one of the 
greatest vacation places in all Amer- 
ica. Men and women who know it 
well and who have traveled widely 
have named it "Vacation Land." 
There are mountains, woods, lakes, 
and seashore. You can enjoy them 
all in a series of little trips, or you 
can choose one place to suit your 
taste and enjoy its attractions to 
the fullest degree. The kind of 
vacation you are looking for awaits 
you in New England. 

Yours very truly, (130) 
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W. C. Hamilton, Esq., 

672 Oliver Bldg., 

Springfield, Mass. 
Dear Mr. Hamilton: 

At this season of the year you 
will be interested in our house lease 
#38, a copy of which we enclose* 
for your examination. This lease 
has been prepared with the view of 
taking care of every interest of the 
lessor y and it is recognized by the 



* Spelled both inclose and enclose. Choose one form and use it uniformly. Enclose is used throughout 

this text. 
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profession as being the most com- 
plete for this purpose ever published. 

We trust you will examine it, 
and if it meets with your approval, 
let us have your order. The price 
is $2 a hundred or 2St a dozen, 
express charges prepaid. 

Our stock of legal blanks, covers, 
etc., is very complete, and your order 
will be appreciated. All goods are 
sent on approval and may be re- 
turned at our expense if not satis- 
factory. 

Yours very truly, (132) 

217 
non-smutting 
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Mr. H. Y. Yerger, 

865 Oakland Ave., 
Troy, N. Y. 
Dear Sir: 

On January 23 we sent you some 
samples of our Oriole 7-lb. non-smut - 
ting typewriter carbon paper, on 
which we quoted you $5 per thou- 
sand in thousand lots. We feel con- 
fident that by this time yoi; have had 
an opportunity to test the sheets 
submitted, and we trust the results 
have been satisfactory. We should 
like to know if we shall be favored 
with your next order for carbon paper. 

We are confident of our ability 
to serve you better than any one 
else can. While the price of the 
carbon paper is extremely low, the 
quality is of the very best and fully 
guaranteed. You take absolutely 
no risk in dealing with us. 

May we hear from you at an 
early date? 

Yours very truly, (131) 
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Bonson Printing Co., 

Somerville, Mass. 
Gentlemen: 

Messrs. Bankerd & Outerson 
take pleasure in announcing that they 
are now located in their permanent 
office and warehouse at # 245 South 
Sixth Street, below Locust, (Bell 
Telephone, Lombard 1240; Keystone 
Telephone, Main 270) and that they 
will conduct a general paper business, 
making a specialty of book, writiDg. 
and foreign papers. 

Being the sales agents for several 
mills making over five hundred tons 
of paper daily, we are prepared to 
quote interesting prices on anything 
in the paper line. In our Boston 
warehouse we shall carry a heav^' 
stock of all regular sizes and weights 
on all grades of papers manufactured 
by our mills. 

We are particularly interested 
in making quotations on light-weigit 
book pajjers; also on anything in the 
paper line that has to be made up 
specially to match samples. 

Respectfully yours, (145) 
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Messrs. W. C. Sheridan & Sons, 

479 Marshall St., 

Wilkes Barre, Pa. 
Gentlemen: 

In looking over our files, ^^ 
find that a few weeks ago we sent 
you samples of our typewriter papers. 
manifolding papers, index cards, g«^^ 
cards J and folders. We are sure that 
if you will look over our samples, yo" 
will conclude that you can save money 
and increase your sales and prof^^ 
by buying from us. 
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We are manufacturers of paper, 
ind we have for many years made a 
ipecialty of the grades of which we 
jent you samples. We are in an 
excellent position to supply your 
leeds. 

Will you allow us to quote you 
prices, with special discounts for an 
initial order? 

Yours truly, (108) 
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mr j k moran 1467 harry st tacoma 
wash dear sir you want your canoe 
to be steady to paddle easily and 
to look well in fact to be the 
best canoe you can buy we believe 
an old town canoe will meet your 
requirements we have told others 
of our faith in our canoes and now 
there are more than 20,000 satis- 
fied old town canoe owners why dont 
you join this growing throng of canoe 
enthusiasts there is no recreation 
so healthful and inexpensive as 
canoeing no exercise so moderate and 
so beneficial no sport so exhilarating 
and enjoyable once tried canoeing 
is never given up start the seasoa 
right with an old town canoe our 
stock of more than 2500 canoes the 
largest in the coimtry is at your dis- 
posal for selection may we hear 
from you yours sincerely (136) 
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Mr. J. K. Frederick, 

The Business Bourse, 
Chicago, 111. 
Dear Sir: 

That cost system of yours takes 
a great deal of time, and you may 
often wonder, when you consider 
how much the cost system costs, 
whether it is actually worth while. 

Isn't the greatest expense of a 
cost system traceable to the mere 
handling of figures, the listing and 
adding of them? 

We have a machine so arranged 
that it will list and add cost figures, 
on special cost forms, from four to 
five times as fast as the most expert 
accountant. A guarantee of absolute 
acoiracy goes with every machine. 

Sign the card, and let us show 
you some short-cuts in cost systems 
that won't do you any harm, no 
matter whether you buy a machine 
or not. It won't cost you anything, 
and it won't place you under any 
obligation. 

Yours very truly, (138) 
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Mr. K. W. Parker, 

921 Walworth Ave., 

Salt Lake City, Utah. 
Dear Sir: 

Knowing that you owned an 
Oldsmobile car last season, we pre- 
sume you are interested in the sub- 
ject of" automobile ignition. We 
take pleasure in enclosing a circular 
showing an illustration and giving 
prices on J. & B. coUs, 

J. & B. four cylinder coils are 
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being used this year on all Cadillac 
cars, our order from the Cadillac 
Company being approximately 10,000 
four cylinder coils. 

If you are having any trouble 
with your ignition system or intend 
to buy a new coil this year and will 
let us know within the next ten days, 
we shall be in a position to make a 
most liberal allowance on all coils 
which are displaced by a set of 
J. & B. coils. 

If you are interested, we shall 
also send you our complete catalogue. 
Please let us hear from you. 

Yours truly, (143) 
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Mr. A. W. Drake, 
Division Supt. of Plant, 

American Tel. & Tel. Co., 
Jackson, Mich. 
Dear Mr. Drake: 

Referring to your letter of May 
29 on the subject of the proposed 
plan for handling A. T. & T.* lines 
in Meigs and Gallia Counties, I de- 
sire to say that I entirely agree with 
you that it would be better to put 
the responsibility of the mainte- 
nance up to the District Plant Chiefs, 
and have the Division Superin- 
tendents deal only with their respec- 
tive District Plant Chiefs. 

The principal reason that I 
suggested the other plan was that 
the plan I outlined is the one that 
Mr. Hamlin and I agreed upon in 
connection with Madison Coimty, 
Ohio. He did not appear to think 
it advisable for the Plant Chiefs to 
handle territory of this kind as out- 



lined in your letter. ' However, I see 
no real objection to the arrangement, 
and I shall be glad to inform District 
Plant Chiefs Coe and Watt of the 
plan that we have agreed upon. 

Yours truly, (157) 
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Mr. M. K. Oscar, 

317 Jefferson Ave., 

Huntington, W. Va. 
Dear Sir: 

As a patron of ours, we desire 
to inform you that our twice-yearly 
half-price sale will begin at our local 
shop on Thursday, January 4. 

Inasmuch as the remainders of 
each season are quickly absorbed by 
the general public and the demand 
always exceeds the supply, it must 
occur to you that in writing you about 
this sale we are actuated not by a 
desire to compass larger sales, but 
to make you feel that we appreciate 
your patronage and want you to 
have every advantage that we are 
capable of giving. 

Quick distribution, and not 
money-making, is the purpose of 
this sale. Our entire stock of suits 
and overcoats is embraced in this 
clearance sale, and all may be had, 
beginning Thursday, at a straight 
reduction of 50% from the regular 
prices. 

Respectfully yours, (142) 
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May Drug Co., 

Haverhill, Mass. 
Gentlemen: 

We send you this barometer 
at this time so that you may see 
that it really works before ordering 
any as holiday souvenirs. It will 
appeal to many people, as it is some- 
thing different from the calendars 
which so many business men send out. 
It makes a neat, attractive adver- 
tisement which can be used in any 
season of the year. It is something 
that a customer will appreciate and 
keep for years. Calendar pads can 
be attached if desired. 

These barometers are made in 
six designs to fit the regular business 
envelopes. Samples wUl be mailed 
for 10^ each, or a set of six for 30ff. 
In ordering samples, cash or stamps 
should accompany the order. 

All orders should be sent to us 
as soon as possible if the stock is 
needed for the holiday season. 

Yours very truly, (143) 
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Mr. 0. R. O'Conner, 

672 Gilbert St., 
Galveston, Tex. 
Dear Sir: 

We are particularly anxious to 
know why we have not received orders 
from you recently. If by any chance 
we have failed to give satisfactory 
service through our office, shipping 
room, or selling organization, or 
owing to any cause that can be over- 
come by us, we should greatly appre- 
ciate hearing from you, for it is our 



policy to give satisfaction if satis- 
faction can be given. 

We are manufacturing practically 
every line of carbon paper, and our 
policy is prompt service. If, there- 
fore, the reason we have not been 
getting your trade is a lAatter of 
variety or quality, let us know. 

Ribbons give more trouble than 
anything else in the office supply 
line, and it pays to have the best. 
Ribbons are one of our specialties, 
and in the ribbon department we 
have developed an enormous trade. 

Will you kindly let us hear 
from you at an early date? 

Yours very truly, (154) 
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Mr. L. C. Fuller, 

567 Drexel Bldg., 
Philadelphia, Pa. 
Dear Sir: 

Some time ago our representative 
explained to you the advantages of 
private wire telephone service to 
your office in New York City. The 
matter seemed to interest you. Not 
having heard from you, I wish to 
call your attention to this matter 
again, feeling that a contract for a 
short period telephone circuit to New 
York would prove of value to you. 

The wire we would furnish 
would be absolutely private and 
controlled by you. The rates to 
New York under contract are as 
low as $1.50 a day for a half hour's 
conversation daily. An attractive 
feature of our short period contract 
is that the service will be installed 
for a period of two months on trial. 
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If you desire further informa- 
tion or rates, I shall be glad to have 
a representative call upon you again 
at your convenience. 

Yours truly, (148) 
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Mr. F. R. Rosecrans, 

Barrett Commercial School, 
Hamilton, Ohio. 
Dear Mr. Rosecrans: 

In looking over our ledger ac- 
counts today, we notice that you 
have not ordered any books from us 
for some time. If this is due to any 
unsatisfactory transaction, we should 
like to have the privilege of investi- 
gating and adjusting it. We wish 
also to take this opportunity to 
assure you that we greatly appreciate 
your account and wish that we 
published more books of interest 
to you. Enclosed you will find a 
pocket classified price list of all our 
publications. 

We are continually striving to 
perfect our business organization, 
and it is often through our friends 
that opportunities for improvement 
are discovered. We sincerely wish 
to number you at all times as one of 
our patrons and would ask you to 
notify us if anything occurs at any 
time that has the slightest tendency 
to cause dissatisfaction. 

Respectfully yours, (143) 
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Messrs. Winton & Clymer, 

Lewiston, Me. 
Gentlemen: 

It gives us pleasure to infoim 
the trade that from this date all 
correspondence should be sent to 
our new address at Albany, N. Y. 

The factory at Watertown, N. Y., 
will be closed this week. The new 
factory at Albany, N. Y., is finished; 
machinery from the old factory to- 
gether with a large amount of new 
equipment is being rapidly installed, 
and we confidently expect to be in a 
position to manufacture goods at our 
new plant by January 15. 

We shall have more to say about 
our new factory later; in the mean- 
time, we shall be pleased to receive 
a call from our friends, and shall 
take pleasure in showing them the 
finest, most up-to-date, as well as 
one of the largest plants for the man- 
ufacture of writing tablets, etc., to 
be found in the country. 

Yours truly, (142) 
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the davis bicycle mfg co dayton 
ohio gentlemen I am considering 
the purchase of one of your bicycles 
I have called upon your local agent 
but am not quite satisfied with the 
information received I am there- 
fore writing you direct to make the 
following inquiries the machine I 
am interested in is the model 127 
cushion frame roadster what is the 
additional charge for the spring fork 
can model 127 be furnished in the 
three-arch-truss frame design may I 
substitute for the tires mentioned 
hartford #80 or fisk clincher will the 
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substitution of a new departure coaster 
brake be allowed are mtid guards 
charged for extra after I have de- 
termined on the equipment will you 
ship a wheel so equipped to your 
local agent for me I do not want 
any shop-worn wheels I shall thank 
you very much for the favor of an 
early reply yoursvery truly (152) 

231 
overcoats extraordinary 

■announcements alterations 

Mr. Chas. L. Geld, 

455 Washington St., 
Little Rock, Ark. 
Dear Sir: 

On next Friday, January 12, 
we shall advertise our January re- 
duction sale of suits and overcoats. 
We are today mailing a number of 
advance notices to some of those 
whom it has been our pleasure to 
serve heretofore, in order that they 
may take advantage of the opportun- 
ity offered on Wednesday, Thursday, 
and Friday, January 10, 11, and 12, 
before the general public announce- 
ment in the newspapers is made. 

Suits and overcoats regularly 
sold at $35 will be $24.50. Those 
at $30 will be $22.50. Grades at 
$28 wiU be $19.50. All $25 values 
will be $17.50. The $22.50 and $20 
values will be $14.50. The $18 and 
$15 qualities will be $12. The $13.50 
and $12.50 grades will be $9.50. 

Every suit and overcoat in this 
sale is an extraordinary value at 
the reduced price. There will be 
no charge for alterations. 

Yours very truly, (200) 
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Messrs. W. C. Williams & Co., 

1601 Nassau Street, 
New York City. 
Gentlemen: 

In reply to your letter of the 
25th tdtimOy I have the honor to 
inform you that while the Depart- 
ment has received no official advices 
to the effect that the Russian Govern- 
ment has removed the restrictions 
on the importation and sale of Ameri- 
can sugar, the American Embassy at 
St. Petersburg reported, under date 
of January 12, 1916, that a consign- 
ment of American sugar had shortly 
before been passed through the 
Russian customs. At the time this 
was regarded as a test case, and it 
was believed that the Russian Govern- 
ment had decided to do away with 
the prohibition that had been in 
force against the importation into 
Russia from the United States of 
the product in question. 

The Department would be 
pleased to know whether your firm 
has recently endeavored, without 
success, to introduce American sugar 
into Russia. 

I am. Gentlemen, 

Your obedient servant,* (147) 
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* Government letters are usually more formal than those originating in business offices. 
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Mr. L. C. Laud, 

Iron City Mfg. Co., 
Pittsburgh, Pa. 
Dear Sir: 

We believe that you, as pur- 
chasing agent, are interested in any 
mechanical appliance that will re- 
duce your expense account. Further- 
more, we are impressed with the 
fact that an ef&cient purchasing 
agent is the one to whom the owner 
of an industrial establishment looks 
for the economy resulting from proper 
purchasing. 

No doubt you will agree with 
us that it often becomes the function 
of the purchasing agent to acquaint 
the engineer or others with mechanical 
devices that reduce the cost of coal. 
With this in view, we are calling 
your attention to the Rollins patent 
adjustable and interchangeable grate 
bar. 

If you are interested in this im- 
portant subject and are anxious to 
save your establishment expense in its 
fuel bills, kindly let us know, and 
we shall cheerfully send you full 
information about the grate referred 
to above. 

Yours very truly, (143) 

2J4 



trucks 


solve 


subscription 


scope 


commercial 


problems 


industry 


magazine 


exclusively 


commission 



Mr. F. W. Little, 

McKeesport, Pa. 
Dear Sir: 

The use of commercial motor 
trucks for all classes of hauling and 
delivering is becoming so general 
that the opportunity to obtain sub- 



scription orders for the "Commercial 
Car Journal" is one of which you 
will no doubt wish to take advantage, 
now that the matter is brought to 
your attention. • 

The "CCJ" is a monthly, de- 
voted exclusively to the commercial 
car branch of the automobile industry. 
The subscription price is $2, and 
we are offering agents the very liberal 
commission of 25%. 

Motor trucks are now being 
used in many classes of business, 
and all truck users are possible 
subscribers for the "CCJ." This is 
equally true of any concerns hav- 
ing hauling or delivery problems 
to solve, whether or not they are 
truck users. 

We have enclosed a few circu- 
lars explaining the scope of the 
magazine. 

Yours very truly, (150) 
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Miss L. J. Forest, 

396 Ward St., 
Decatur, 111. 
Miss Forest: 

We extend to you a cordial 
invitation to visit the opening ex- 
hibit of our new spring and summer 
wearing apparel, embracing every 
approved and authentic style of the 
season, which takes place Monday, 
Tuesday, and Wednesday, March 
17, 18, and 19. 

The exclusive styles, serviceable 
fabrics, and excellent workmanship 
of our garments have gained for 
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the Fink Company a most enviable 
reputation. 

We particularly wish to call your 
attention to the special discount 
of 10% allowed by us to nurses, 
teachers, and other professional wom- 
en, in addition to our famous popu- 
lar prices for which the Fink Com- 
pany is so well known. 

We have as our patrons him- 
dreds of professional women who 
are availing themselves of this liberal 
discounty and we trust that you will 
likewise extend your patronage to us. 

A card or personal call will regis- 
ter you for our 10% discount. 

Cordially yours, (150) 

236 
Dictograph outfit 

instrument appointment 

Messrs. Campbell & Sons, 

Camden, N. J. 
Gentlemen: 

We feel certain that if you were 
to make a thorough investigation of 
the merits of the Dictograph as a 
means of concentrating effort and 
saving time and money, you would 
feel that it would be to your best 
interests to install the instrument in 
•your office. The writer will be very 
much pleased to call upon you at 
your convenience and bring an outfit 
for your inspection. 

The following business concerns 
in Philadelphia are using the Dicto- 
graph: 

The Wm. Cramp & Sons Ship 
& Engine Building Co. 

Fourth Street National Bank 

Merchants National Bank 

Chandler Bros. & Co. 

Wm. D'Olier & Co. 

Shane Bros. & Wilson Co. 



Hess-B right Manufacturing Co. 

Strawbridge & Clothier 

Kindly use the enclosed postal 
card to make an appointment for the 
writer to call. There is no obliga- 
tion whatever attached to the in- 
vestigation. Full descriptive cata- 
logue will be furnished upon applica- 
tion. 

Yours very truly, (151) 
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Mr. L. M. Miner, 

611 Manchester Ave., 
Atlantic City, N. J. 
Dear Sir: 

In reply to your inquiry, we 
enclose a booklet explaining our 
methods of handling mortgage loans, 
also a list of some mortgages now 
on hand for sale. We shall be pleased 
to send you original applications 
giving more complete informatioi^ 
about any one or more of these loans 
that may be of interest. 

All the loans offered have been 
selected and made with great care 
and will bear the closest investigation. 
We shall be pleased to give any fur- 
ther information desired, or answer 
any inquiries that you may wish to 
make. 

We refer by permission to J. A. 
Latta, Vice President, Northwestern 
National Bank, Minneapolis; A. A. 
Crane, Vice President, First Na- 
tional Bank, Minneapolis; H. N. 
Boynton, Cashier, Portsmouth Sav- 
ings Bank, Portsmouth, N. H.; and 
Clarence W. Bowen, publisher of 
The Independent." 
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We are sending you under sep- 
arate cover an illustrated booklet on 
Minneapolis. 

Very truly yours, (150) 

238 

international excess 

comparison earnest 

reorganized outstanding 

management textbook 

Mr. F. W. Foster, 

4567 Larkin St., 
Norristown, Pa. 
Dear Sir: 

International Textbook Com- 
pany stock has been quoted on the 
local market during the past few 
days at from $40 to $44 a share. 
While this price is low in comparison 
with what the stock sold for a year 
ago, it is double the quotations of a 
few months ago. 

I presume you know that the 
.business is being practically reor- 
ganized under the direction of the 
management which was elected at 
the last annual meeting. I am 
pleased to say that so far the reor- 
ganization plans seem to be working 
out very satisfactorily. The changes 
which have been made during the 
past few months have cut down our 
expenses by many thousands of 
dollars, and as a result the company 
is now operating on a profitable basis. 

Our cash receipts are running 
in excess of $300,000 a month, while 
our operating costs are now in the 
neighborhood of from $295,000 to 
$290,000 a month. The manage- 
ment is making an earnest efiFort to 
reduce the expenses to $275,000 a 
month and to increase the collections 
to $325,000 a month. If this can 
be done, the business should show 



net earnings of $50,000 a month or 
6% on our outstanding stock. 

Yours respectfully, (230) 

239 

headquarters intention 

forthcoming intersection 

convention accessible 

entertaining restaurant 

signified anticipating 

Mr. H. J. Murray, 

456 Queen St., 

Savannah, Ga. 
Dear Sir: 

. As you probably know, the 
Hotel McAlpin has been selected 
for your ofiicial headquarters dur- 
ing the forthcoming convention in 
September, and we should like to 
have the pleasure of entertaining 
you at that time. 

We believe that you will find 
it especially convenient to stay at 
the McAlpin, since so many, mem- 
bers of your organization have sig- 
nified their intention of so doing. 

Our location, the intersection of 
Broadway, Sixth Avenue, and 34tli 
Street, is unsurpassed. The hotel 
is in the center of the theatre and 
shopping districts and is easily 
accessible to all railway and steamship 
lines. 

Our rates are notably moderate, 
and the prices in our restaurant re- 
main unchanged despite the general 
increase. ♦ 

We shall anticipate the pleasure 
of numbering you among our Sep- 
tember guests. 

Yours very truly, (131) 
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The Hon. John H* Bankhead, 

Ohairman, Senate Comalttee on Post Officea & Post Roads. 

Vaathln^on, D* C« 

Hsr dear Senator: 

Yoa knov so well n^ attitude and that of the organization I represent, throofiji 
past conferenoes b.etiraen you and the American lutoooblle Assoolatlon 
officials, that it seems hardly necessary for me to write you with refer- 
enoe to House Bill #7617, which is now before your Coonittee. There is 
just one thought that I would like to suggest and that is, if ever there 
was a tln» ox>re appropriato than another for the Inauguration of a 
?ederal Aid road measure, it is rlg^t now. 

We not only have all the oconomlo reasons that have been urged in the past and 

with which we are all familiar as they relate to the farmer and all thoss 
who use the public highways, but we have the other added reason of military 
necessity in time of national defense. The great Suropean War has demon- 
strated in a most remarkable mazmer the ioportanoe of highways for the 
movement of troops and war materials Just as It has demonstrated the 
inadequacy of railroads for this purpose, except as a contrlbutlve means. 

What more Important feature of **Preparation'* is there than the building of 

substantial national highways, north, east, south, and west, that would 
permit of the quick movement of troops and war materials in any direction 
at any time? It must not be forgotten that it requires many years to 
build Buch a system of national highways and it would seem If ever there 
is to bo a propitious time to Inaugurate such a movement, that time is 
right now. 

I am trusting that while there are features in the bill, as it now stands, that 
are not entirely satisfactory, particularly with regard to the proper 
safeguarding and maintenance of roads after they are built, still I am 
disposed to trust your Coosnlttee and Congress to sot intelligently in 
the matter. Incidentally, it would seem that unless ait^le provision is 
made for the proper maintenance of highways after they are built, the 
purpose of Federal Aid would be largely defeated, and the nation would 
suffer tremendous loss through the rapid depreciation of these roads. 
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mr g a davidson 1104 sheldon ave 
Sacramento cal dear sir more than 
fifteen hundred bank presidents in 
the united states have ordered lorands 
great book old age deferred few 
active business men die comfortably 
of old age they break down from 
kidney trouble weakness of the heart 
paralysis or paresis all preventable 
diseases if one has a proper imder- 
standing of physiology the majority of 
writers on health subjects are cranks 
not so dr lorand who believes in 
enjoying in moderation the good 
things of this life and tells how it is 
done old age deferred is entertaining 
sparkling witty and contains full 
instructions for a rational mode of life 
one good point is worth the price 
of the book $2.50 and it .contains 
a great number of good points this 
is the last time we shall offer you a 
chance to order this book on ten 
days approval as per the enclosed 
card send for it at once yours very 
truly (156) 

241 
overlooked helpfulness 

membership identification 

association exceptional 

Mr. Harry J. Martin, 

487 N. Fisher St., 
Rockford, 111. 
Dear Mr. Martin: 

You have doubtless overlooked 
the matter of your membership dues 
for 1916 and we take the liberty of 
bringing it to your attention now. 
We take it for granted that you ex- 
pect to continue with us. We be- 
lieve the Association offers exceptional 
returns for the small investment 
and, on the other hand, exceptional 
opportunities for helpfulness through 
your identification with it. 



If it is your intention to continue 
your membership, but you find your- 
self unable to pay the dues at once, 
kindly signify your intention by fill- 
ing in the enclosed renewal blank, 
noting thereon when we may expect 
payment, and return the blank to us 
in order that there may be no break 
in our records. 

Cordially yours, (122) 

242 

extensive utensils 

electrical contemplate 

bargains birthday 

portable relieve 

Mrs. W. K. Smithson, 

Ogden, Utah. 
Dear Madam : 

On May 1, 1916, it is our inten- 
tion to close permanently the Elec- 
tric Shop, Highland Building, and in 
order to relieve ourselves of the 
expense and trouble of packing, 
moving, and storing our very exten- 
sive stock of electrical goods, we 
have decided to sell everything at 
greatly reduced prices. 

We propose to give our regular 
customers the first opportunity to 
take advantage of these bargains, and 
for this reason we urge you to visit 
the Electric Shop and make your 
selections early. General advertise- 
ment of this clearance sale will not be 
made until after you have had a 
reasonable time to inspect and buy. 
You will appreciate, however, that 
the time is very short, as our lease 
expires April 30, 1916. 

During this sale portable electric 
table lamps will be sold at a discount 
of 50%; all electric cooking utensils, 
at 66% off. Those who contemplate 
purchasing wedding or birthday pres- 
ents should not miss this sale. 
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Please remember that the sale 
will end before May 1. Inasmuch 
as we desire our customers and not 
dealers to receive the benefit of 
the bargains offered, we reserve the 
right to limit the purchases of any 
one person. 

Yours very truly, (205) 
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Messrs. T. A. Walker & Bro., 

623 Arthur Street, 
Pittsfield, Mass. 
Gentlemen: 

We have your letter of the 22d 
instant regarding the lithographed 
envelopes that we made for you. 

These envelopes, as you know, 
were shipped to the Whiting & 
Patterson Company, envelope manu- 
facturers, after the sheets were litho- 
graphed. We charged you for them 
in accordance with the shipping no- 
tices and bills that they sent to us 
for the envelopes that were delivered. 

We received one biU about the 
middle of last month for 53,068 en- 
velopes. This was the lot that we 
billed to you under date of June 26. 
We received another bill from them 
for 3,723 envelopes, dated July 2. 
This is the lot that we are billing to 
you on the enclosed invoice. 

We shall write to the Whiting & 
Patterson Company and ask them 
to look into the matter, and shall 
communicate with you as soon as we 
hear from them. 

Yours truly, (157) 
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Mr. L. Z. Fairchild, 

578 Broad Street, 
Plainfield, N. J. 
Dear Sir: 

What headway are you making 
in your search for a sound invest- 
ment? As you have not replied to 
our letters of offerings, we presume 
that you have not yet come to a 
definite decision. 

Let us help you. An experience 
of thirty-six years, in which we have 
served thousands of clients through- 
out the United States and foreign 
lands, enables us to serve you with 
maximum efficiency. 

The April number of the "Rollins 
Magazine" is going forward to you 
under separate cover, and in the last 
pages of it you will find our current 
list of bond offerings. 

We might recommend one bond 
after another to you in an endeavor 
to meet your precise requirements, 
but by writing us frankly, giving a 
statement of your wishes, you will 
realize to the utmost the advantages 
of our extensive organization. 

We, therefore, await your reply 
with interest. 

Very truly yours, (150) 

245 

accordance prepay 

bookcases accompanies 

combinations unlimited 

Mr. G. L. Gorgas, 

1135 Master St., 
Portsmouth, Va. 
Dear Sir: 

Please accept our thanks for 
your recent letter, in accordance with 
which we are sending you by this 
mail our latest catalogue of Gunn 
sectional bookcases. 

We feel certain that if you will 
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carefully read our catalogue, the 
many points oi superiority in our 
cases will at once appeal to you. 
The material and workmanship are 
of the best, and the combinations 
to be had in the Gunn system are 
unlimited. 

The prices listed in our catalogue 
are subject to a discount of one-third 
off. and if cash accompanies an order, 
we prepay the freight. 

If you should place an order 
with us, and the cases are not satis- 
factory in every particular, they may 
be returned and we shall refund the 
money. 

Respectfully yours, 
P.S. If you do not receive the 
catalogue within a few days, drop 
us a postal card and another will be 
sent. (150) 
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Mr. J. L. Lando, 

786 Second Ave., 
Pasadena, Cal. 
Dear Sir: 

We have recently secured the 
services of an expert seat covering 
man, who has worked in the Renault 
factory, Paris, and who was with the 
Stoddard Dayton factory at Day- 
ton, Ohio, prior to his taking charge 
of this branch of our business. 

Under his supervision we are 
prepared to give you a handsomely 
bound, close-fitting set of seat covers, 
without keeping your car at our 
factory while the work is being done. 

Seat covering insures much com- 
fort in touring, gives the car an 



elegant appearance, protects light 
clothing from the dye of the leather, 
and keeps the upholstering dean 
and bright. 

We have sold covers to many 
automobilists in your section, and 
hope that we may receive your order. 

Yours truly, (124) 
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Dr. Chas. C. Franks, 

438 Evans Street, 
Newport, Ky. 
Dear Doctor: 

Vanadiol, as an oxidizer or oxy- 
gen transmitter, is intended, prima- 
rily, to conserve and develop the vital 
powers. Oxygen, as you know, is 
considered the most important of all 
elements, and it is oxygen that we 
seek to introduce into the organisn-. 

Vanadiol aids in correcting con- 
ditions of defective oxidation by 
energizing the nutritive functions, 
thus increasing appetite and aug- 
menting body weight. It is, there- 
fore, a true tonifc and reconstructive; 
the reconstructive process being due 
to the improved ability of the patient 
to obtain the fullest possible value 
from food ingested, 

A proper amount of oxygen 
being essential, with proper food, for 
a perfect condition of the blood, it is 
evident that our purpose in treatmg 
debilitated conditions is primarily 
directed toward establishing a proper 
balance between foods ingested and 
the oxygen content of the individual. 
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We solicit your further iaquiries. 
Yours very truly, (145) 
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Messrs. W. L. Barnard & Co., 

1245 N. 10th St., 
Newark, Ohio. 
Gentlemen: 

Our present quarters having 
proved inadequate for our constantly 
growing business and not possessing 
the proper facilities for the conven- 
ience of our customers, we decided 
last spring to build a permanent 
home for our business. 

The two large dwellings at 252 
and 254 North Eleventh Street gave 
way to a five-story reinforced concrete 
structure, on the first floor of which 
we open our showroom and ofiice 
today. We shall occupy the entire 
building, which, with its splendid 
light on three sides, from Eleventh, 
Winter, and Jessup Streets, improved 
machinery, and carefully planned 
departments, gives us imexcelled 
facilities for executing all orders with 
dispatch. At the same time, we 
shall maintain the well-known stand- 
ard of quality in our goods. 

We take this opportunity of 
expressing to you our thanks for 
past favors, which have largely 
contributed to our success. We ex- 
tend to you a cordial invitation to 
cill and inspect our new building. 
Respectfully yours, (161) 
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Mr. Wm. G. Owens, 

Muskogee, Okla. 
Dear Sir: 

A large percentage of the high- 
grade cars in America are being 
equipped with Firestone Quick-de- 
tachable Demountable Rims. The 
manufacturers of these cars were in- 
fluenced in their selection of the Fire- 
stone by the fact that it is the only 
rim made to save the tire. Being 
pioneers in the motor car industry, 
they know that the tire repair bill 
is the biggest item in the car owner's 
check-book. And they know, as we 
know from years of experience, that 
a large part of this expense is traceable 
to the use of split or broken rims. 

The Firestone is the lightest 
practical rim on the market. Tires 
can be detached when the rim is on 
or off the wheel, and no special tools 
are required. 

The enclosed postal card, re- 
turned to us, will bring you informa- 
tion that will enable you to save 
tires, as well as the time and effort 
incident to making a tire change. 
Yours very truly, (160) 
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eUston school of telegraphy savannah 
ga gentlemen we enclose a circular 
describing the twentieth century 
manual of railway and commercial 
telegraphy and we trust that you will 
read it carefully we feel confident that 
this publication would make a valu- 
able addition to your textbook list 
it is a book that has been compiled 
by an operator with fourteen years 
experience in the united states Canada 
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and mexico you will note from the 
last pages of the circular that it 
has received favorable comment from 
the press it deals with all kinds of 
practical orders messages and phrases 
and contains abbreviations punctua- 
tions and other compilations of vital 
importance to both the student and 
the operator careful attention is 
given to the illustrations in the book 
covering facsimile telegrams railway 
messages and commercial forms it 
is printed from large clear type and 
bound in cloth the list price is $1 but 
we shall offer special inducements on 
introduction orders of twelve or more 
copies very truly yours (160) 
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Mr. L. M. Field, 

Mgr., McCoy & Company, 
Springfield^ Ohio. 
Dear Sir: 

For the protection of our custom- 
ers and the public, our banking de- 
partment will be open each evening 
from seven until ten o'clock, from 
December 2 to December 23 inclusive. 

If you find it convenient to do 
so, you are invited to deposit with 
us your cash receipts for the day 
and receive in exchange therefor a 
draft, which you can deposit the 
following day with your own bank. 
If desired, our armored steel bank car 
will call at your place of business 
at any hour during the day or evening 
that is convenient for you. 

We shall be pleased to furnish 
you with change rolled in cartridges 
on our electric machine, with which^ 
you are doubtless familiar. 



We should, of course, be glad to 
have you open an account with us, 
but you arc welcome to make use 
of our facilities without any obliga- 
tion to do so. 

Our deposits of $1,200,000 are 
protected by resources aggregating 
almost $3,000,000. 

Yours very truly, (165) 
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Mr. T. J. Ransom, 

389 Norwich St., 
Taunton, Mass. 
Dear Sir: 

You are undoubtedly aware 
that we have the Boston agency for 
Sterling tires and blue tubes. We are 
carrying a full stock of these tires, 
and we unhesitatingly recommend 
them to you. 

We have made, at different times, 
a personal inspection of the plant of 
the Rutherford Rubber Company at 
Rutherford, N. J., and we are im- 
pressed with the fact that the Sterling 
tire is carefully and conscientiously 
made. The best materials are used, 
skilled workmen are employed, ind 
every effort is put forth to make each 
tire perfect. The Rutherford Rubber 
Company has some original ideas in 
tire building, several features in the 
construction of its tires and tubes hav- 
ing decided merit. 

We believe that you have been 
furnished with a price list, but if you 
have not, we should appreciate it 
if you would make a request for one. 

May we hear from you in refer- 
ence to a trial order? 

Yours very truly, (158) 
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The Madison Construction Co., 

408-414 Foster Street, 
Wheeling, W. Va. 
Gentlemen : 

During the twenty years we 
have been in the electrical business, 
we have endeavored to maintain 
a high standard of quality and work- 
manship; also, we have come to real- 
ize fully the importance of prompt 
and efficient service. 

We know that the class of work 
you must have done is somewhat 
difficult to handle. The location and 
elimination of trouble require men 
of special training and ability. We 
have found it necessary from time 
to time to dismiss certain workmen 
because of their inefficiency, and we 
have established a system of under- 
sludieSj so as to maintain the highest 
possible efficiency. We are today 
better prepared to attend to your re- 
quirements than ever before. We 
look upon this special department of 
our business as of great importance. 

We appreciate the business that 
you have given us in the past, and 
assure you of our very best attention 
to any orders that you desire us 
to execute. 

Yours truly, (157) 
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Excellency: 

The Department is in receipt of 
your note of the 11th instant rela- 
tive to the law recently passed by 
Great Britain establishing a uniform 
taxation on cofiFee, whether exported 
or consumed in Great Britain. I now 
have the honor to inform you that 
a copy of this note will be sent to 
the Secretary of the Treasury for 
his information and guidance. 

It is also my duty to inform 
you that the Department is in receipt 
of a request from the Treasury De- 
partment for a copy of the law re- 
ferred to. Instructions will be sent 
to the American Consul-General at 
London to procure and transmit a 
copy. Meanwhile, however, in case 
you have a copy of the law available, 
the Department would be pleased 
to receive it for transmission to the 
Treasury Department. 

Accept, Excellency, the renewed 
assurances of my highest considera- 
tion. 

Your obedient servant,* (147) 
The Honorable James Bryce, 

The Ambassador of Great Britain. 
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Mr. W. J. Telford, 

1411 E. Davis St., 

West Hoboken, N. J. 
Dear Sir: 

Replying to your letter of the 
1st inst., weare pleased to give you 
our opinion on the point you raise. 
In closing the ledger by journal 
entries, the net profit is credited to 
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the capital account, and when this 
is done the process of closing the 
ledger is completed. Strictly speak- 
ing, in theory the capital account 
should not be ruled and footed as 
a part of the closing process, because 
it is a continuing accoimt and should 
never be closed for the reason that a 
trading or a profit and loss account 
is closed, unless the business comes 
to an end. The capital account 
shows the net interest or equity of 
the proprietor in the business at 
the time the books are closed and 
for the beginning of the next account- 
ing period, and is therefore in the same 
class as all other accounts showing 
resources and liabilities, which are 
not included in the closing process. 
The only purpose of ruling and foot- 
ing the capital account is to restate 
the value of the account in one item, 
and this restatement of the value is 
shown plainly by the insertion of the 
balance and its being brought down 
under the footings. The restating 
of the value of an account, however, 
is not the same as closing an account. 
We trust this will give you the 
desired information. 

Yours very truly, (231) 
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Mr. D. C. Rhinelander, 

392 W. Fourth St., 
Mt. Vernon, N. Y. 
Dear Sir: 

When you achieve something 
noteworthy and unusual, you natu- 
rally want to share the satisfaction 



of it with those who are in sympathy 
with your efiForts. 

You have found this so, have you 
not? 

We have achieved a notable 
advance in the production of gen- 
tlemen's dress in our spring models 
now on display, and we know that 
you'll be interested to learn about it 
because it affects you as a wearer 
of Hilton clothes. 

In our spring models you will 
see a marked improvement in fit. 
We've standardized sizes so accur- 
ately that alterations in the future 
will be almost unnecessary. We're 
giving a higher grade of fabrics at 
each price this spring than hereto- 
fore. The patterns, too, are more 
select. 

You must come and see our 
spring creations to appreciate fully 
how greatly we have improved our 
product. We are hoping you will 
do so at your earliest opportunity. 
Your visit is going to make you like 
Hilton clothes better than ever. 
Respectfully yours, (165) 
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Mr. f. W. Fitzgerald, 

Pres., Miami Commercial School, 
Miami, Ohio. 
Dear Sir: 

You are without doubt inter- 
ested in securing the best available 
lead pencil for the use of your stu- 
dents. 

You have observed the vast 
difference between the cheap pencil 
with harsh, gritty, nerve-wearing 
lead and the better grade with the 
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smooth, gliding lead that is positively 
pleasant to use. 

We have spared no efforts to 
produce a lead with all the desirable 
qualities of smoothness, toughness, 
and evenness of texture, A trial 
of the sample sent you today will 
show how well we have succeeded. 

The No. 356 "Drawing" for 
drawing and general use is designed 
especially for schools and colleges. 
This is representative of our line, 
which includes about 400 different 
styles of pencils. 

We trust you will carefidly test 
this pencil and if it proves to be 
satisfactory, we hope you will adopt 
it for reg^ular use. 

If additional samples are de- 
sired, or if there is any other informa- 
tion we can give you, let us hear 
from you. 

Yours very truly, (168) 



258 



proceed 
ignored 
repeatedly 



attitude 

explanation 

friendly 



Thomas F. Allen, Esq., 

92 E. Benson Street, 
Zanesville, Ohio. 
Dear Mr. Allen: 

We are enclosing a statement 
against the Keystone Power Com- 
pany, 1142 Sharpley Street, your 
city, in the amount of $935, which 
we shall ask you to proceed to collect 
unless you hear from us by wire by 
11 o'clock Monday morning. Our 
reason for asking this slight delay 
is that a remittance may possibly 
come to hand Monday morning. 
If it does, we would not care to 
have the account presented to them 
through your office. We shall wire 



you early Monday morning if a 
check is received. If you do not 
hear from us by 11 o'clock, kindly 
follow the matter up in the usual 
manner. 

These people were always prompt 
in their pajmients, but have re- 
peatedly ignored our recent letters 
and have given no explanation what- 
ever for their delay in remitting. 
Our relations with them have al- 
ways been most friendly, but their 
attitude does not leave any other 
course than this open to us. 

Very truly yours, (166) 
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Joseph Darlington & Sons, 

Philadelphia, Pa. 
Gentlemen: 

We have several times informed 
you by various means that THE 
EVENING TELEGRAPH enters 
43% of the homes of newspaper 
readers in Philadelphia. Whether or 
not we have succeeded in convinc- 
ing you of the fact is no doubt proh- 
lematiccU, The purpose of this letter 
is to go into the matter in more detail. 

We have had in progress a 
canvass of the homes of the city 
covering a period of six months. 
The following is the result of one 
day's canvass made in the neighbor- 
hood of Lehigh Avenue, 23d, 24th, 
Oakdale, and Huntingdon Streets, 
on the 10th inst. 

The Evening Telegraph 74 

The Evening Bulletin 75 



Afternoon readers 
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Record 

North American 

Inquirer 

Ledger 

Press 


51 

33 

36 

9 

9 


Morning readers 


138 



You are at liberty to draw your 
own conclusions. This statement can 
and will be verified if necessary. 
We shall be pleased to give you the 
result of our canvass in any sec- 
tion of Philadelphia. 

Very truly yours, (184) 
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mr b j harris 349 coleman ave Syra- 
cuse n y dear sir we find it particular- 
ly necessary to have established busi- 
ness men thoroughly acquainted with 
Charles w eliots notable new theory 
of disseminating culture through 
private libraries for this purpose we 
are ready to send you by mail with 
our compliments a handsome little 
volume which tells what we know 
about dr eliots greatest educational 
achievement he has successfully 
moulded knowledge universal into 
a five foot shelf of books through 
even a cursory perusal of which one 
may easily acquire and retain all the 
essentials of a liberal education if you 
will write your name and address on 
the enclosed card and mail it in the 
accompanying stamped envelope we 
shall send the book to you by re- 
turn mail with the request that you 
look it over at your leisure and give 



it the thought that is justly due such 
a valuable volume please be as- 
sured that no obligation of any kind 
is incurred by your acceptance of 
this ofiFer yours very truly (162) 
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Weston Commercial School, 

Waco, Tex. 
Gentlemen: 

Keyless post office lock boxes 
are being widely adopted nowadays 
by educational institutions for ihe 
delivery of mail to students and 
faculty. The Franklin Keyless Lock 
Box, the standard post office lock 
box of this country and Canada 
for a dozen years, is ideally adapted* 
to the purpose. The cost of a sec- 
tion of these boxes is trifling, is 
quickly covered by the rental charges, 
and the advantages cannot be figured 
in dollars and cents. 

We are also prepared to submit 
estimates upon partition work suit- 
able for private offices, recitation 
rooms, etc. In many of the up- 
to-date business schools partition 
work, with windows variously de- 
signed for banks, post offices, and 
the like, is installed in order to give 
students a more practical demonstra- 
tion of business methods. We should 
like to submit drawings and estimates 
upon your requirements. 

May we send you a specimen 
of the Franklin Keyless at our ex- 
pense and inform you what the 
cost would be? 

Respectfully yours, (163) 



Note carefully the use of the words aiapted and adopted in this letter. 



BUSINESS LITERATURE 



107 



262 

error-proof mechanical 

understanding economically 
recapitulations similar 

Messrs. A. W. Kirschner & Bro., 

429 First National Bank Bldg., 
Williamsport, Pa. 
Gentlemen: 

We shall be pleased to suggest a 
simple, short-cut, error-proof method 
for handling the detail and system 
of your business with one of our 
forty-six diflferent kinds of Bur- 
roughs Bookkeeping Machines, with 
the distinct understanding that this 
service is to be without cost or obliga- 
tion on your part. 

The Burroughs machines do not 
simply perform adding and listing; 
they do far more than that. Some 
will print from one to twelve columns, 
according to the requirements of 
the business; some are equipped 
with carriages similar to that on a 
typewriter; some will make duplicate 
or carbon copies; while others will 
print items such as dates, account 
and voucher numbers, folios ^ etc., 
without adding them into the total. 
Trial balances, monthly statements, 
sales and cost recapitulations j and 
similar records can be obtained with 
a great saving of time and labor. 

Upon receipt of the enclosed 
blank properly filled out, we shall 
outline a mechanical method for 
economically handling your account- 
ing details. 

Yours very truly, (167) 
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Mr. Samuel C. Rittenhouse, 

406 S. Craig St., 

Watertown, N. Y. 
Dear Sir: 

The better one becomes ac- 
quainted with the inside workings 
of the automobile motor, the greater 
the pleasure of owning a car. It 
was the general practice a few years 
ago to order new cylinders when the 
old ones became worn, and impaired 
the power-developing capacity of 
the motor. We can rebore your old 
cylinders and furnish and fit new 
pistons and rings, and they will be 
as tight and as true as when new. 
A cylinder worn out of round causes 
a noisy motor and means inefficiency 
in its power production in compari- 
son with gasoline consumption. 

Of course, all loss of power can- 
not be attributed to worn cylinders; 
but worn cylinders carbonize much 
more quickly .than those which are 
true. It is, therefore, advisable to 
have them calipered once in a while 
to see if they need attention. 

We do not make general repairs 
to automobiles, but we do make a 
specialty of reboring the cylinders 
and furnishing and fitting new pis- 
tons and rings. Kindly remember 
us when your car needs repairs of 
this kind. 

Yours very truly, (181) 
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Messrs. G. M. Anthony & Sons, 

604 Roswell Street, 
Shenandoah, Pa. 
Gentlemen : 

Having secured the contract 
with the United States Government 
for its carbon and ribbon supplies 
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for the current year, we should be 
pleased to have you on our list of 
customers alsD. We feel confident 
that a trial order will give satisfac- 
tion and will assure us of your con- 
tinued patronage. 

Our trade in your city has in- 
creased to an extent that justifies 
us in opening a branch office, thus 
enabling our customers to secure 
better service. 

We enclose a sample sheet of 
our Rainbow brand carbon. This is 
at present being supplied to the 
Pennsylvania Railroad Company and 
other large consumers in this vicinity, 
who endorse* it for the general 
excellence of the copies made. 

If you are not entirely satisfied 
with the carbon papers you are now 
using, kindly drop us a postal card and 
our representative will call on you . We 
guarantee to meet your requirements, 
whether you desire only one or twenty 
manifold copies, at prices that will 
compare favorably with the old brush 
carbons generally offered for sale. 
Yours very truly, (175) 
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Mr. L. C. Ford, 

1246 State St., 

South Omaha, Nebr. 
Dear Sir: 

Some time ago I had the pleas- 
ure of writing to you in relation to 
my correspondence course. Since 
then I have not heard from you, 
but trust that in the meantime you 



have given the matter your careful 
consideration. Ours is a business 
in which a man is likely at any time 
to encounter obstacles to good work 
which are not surmountable unless 
one is able to diagnose the cause. 
Experience will not teach this. Tech- 
nical training is absolutely necessary 
to fit a man to understand causes 
and find remedies. 

It is with a view to aiding a 
practical man to acquire a scientific 
training that these correspondence 
courses of our college have been 
initiated. I should indeed greatly 
appreciate having you in this close 
and constant correspondence with 
me during the next three months, 
and should be very glad to have you 
enroll. May I hear from you and 
receive your instructions to go ahead 
with the next eleven lectures? 

Very sincerely yours, (167) 
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Mr. T. T. Joseph, 

1478 Quincy Street, 
Springfield, Mo. 
Dear Mr. Joseph: 

Several days ago our representa- 
tive called upon you, requesting 
that you furnish us with a number 
of ratings on your customers in order 
to enable us to increase the names 
in our "Red Book" to 150,000. We 
made a personal call, feeling that the 
matter would be brought more forci- 
bly to your notice than if we had 
written you relative to the matter. 

Up to the present moment we 



* Endorse and indorse are both correct. Choose one form and spell the word uniformly in that way. l^ 
t his text, the form endorse is used. 
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have received no reply, and we take 
this means of again calling your 
attention to the importance of this 
cooperation. We shall appreciate 
anything you may do to help us. 
We are spending considerable money 
on the next issue of the "Red Book," 
and are sure that you will feel amply 
repaid for your assistance when you 
receive the 1916 edition. 

We should also be pleased to 
have you write us, expressing your 
opinion of the service we are ren- 
dering both in connection with the 
reports and the "Red Book." 

Yours very truly, (168) 
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Mrs. Wm. C. Thomas, 

489 Charlotte St., 
Waterloo, Iowa. 
Dear Madam: 

Tomorrow morning we begin our 
annual mid-winter sale of carpets and 
rugs. This event is eagerly awaited 
by many of our customers, and I 
take pleasure in personally calling 
your attention to the imusual price 
advantages that we oflFer. 

This year our oflFerings are es- 
pecially tempting, as we have cut 
deep into the prices, although the 
prospects for renewed business activ- 
ity indicate considerable advances. 

We include in this sale choice 
patterns of regular goods in Wiltons, 
Velvets, Axminsters, Body Brussels, 
and Tapestry Brussels both in car- 
pets and rugs; also Smyrna rugs 
and Oriental rugs. 

These are all salable goods, 
but are marked down in accordance 



with our liberal policy of giving 
our retail trade the advantage of 
surplus mill stock. You help us 
by keeping us busy at a season when 
business is usually quiet. 

I shall be pleased to show you 
these special bargains. You are 
under no obligation to buy. We 
want to prove to you our position 
as leaders in the floor covering 
business. 

Sincerely yours, (173) 
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Mr. D. C. Lee, 

829 Bloomfield Ave., 
Woonsocket, R. I. 
Dear Sir: 

Thanking you for your recent 
inquiry, we take pleasure in mailing 
to you under separate cover our 
latest style book, which gives you 
a brief history of Holland Dutch 
arts and crafts furniture, telling you 
why, where, and how it is made 
today, and illustrating over three 
hundred practical pieces for modeni 
use. 

If you will call upon our as- 
sociate distributors, they will be 
pleased to show you samples of our 
handiwork, as well as our complete 
portfolio containing large size en- 
gravings of the different pieces we 
make; also samples of our Spanish 
Morocco goat leather and other dif- 
ferent finishes that will harmonize 
with the color scheme of the rooms 
you wish to furnish. 



no 
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To appreciate fully the artistic 
beauty of our furniture, to satisfy 
yourself as to its appropriateness 
for the use for which we recommend 
it, and to get the lowest prices 
on it delivered to you in perfect 
condition, we suggest that you visit 
our nearest associate dealer, Gable 
Bros., 157 Race St., your city. 
Very truly yours, (178) 
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Mr. J. N. Bryan, 

c/o Texas Publishing Co., 
El Paso, Tex. 
Dear Sir: 

In reply to your letter of May 31, 
the Register of Copyrights asks me 
to inform you that copyright is se- 
cured on contributions to magazines 
by publishing each contribution with 
the notice of copyright, which con- 
sists of the word "Copyright" fol- 
lowed by the name of the copyright 
claimant and the year of publication. 
For detailed instructions sec the 
enclosed circular ;^35. 

If your various articles form 
installments of a single work, this 
oflSce will register all of them on one 
application when the entire work is 
published. We do not undertake, 
however, to say that this is in full 
compliance with the statute, which 
requires registration "promptly" after 
publication. Many authors and pub- 
lishers seem to think that such regis- 
tration is sufficient. 

This rule, however, does not 
apply to articles each of which deals 
with a different subject matter, even 
though they may all be published 



under the same title. A series of 
that kind cannot well be treated as 
if it were a single work, and each 
article in such a case should be 
registered separately. 

We are enclosing six application 
forms A-5. 

Respectfully, (190) 
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messrs h 1 lawson & co 478 uni- 
versity avenue everett mass gentle- 
men a decorative authority recently 
said in discussing solid color and 
moresque carpetings they constitute 
one of the most essential adjuncts to 
the richness and simplicity of decora- 
tion now in vogue used either in 
whole or with rugs the scheme is most 
effective it might be added that 
for hotel show-room church and 
contract work these goods are used 
almost exclusively at the present 
time we shall be pleased to furnish 
color lines of our three grades with 
no expense to you except the express 
charges the rifton velvet is of a 
quality based on old-time standard. 
and we try to make it a little bettcr 
than other goods of this class we 
have issued a little celluloid novelty 
entitled the right way to figure net 
profits which we should like to send 
you it explains a business problem 
not generally understood anumberof 
large department store managers 
have asked that we furnish them 
with a number of these so that one 
could be placed in the hands of each 
of their buyers we think it will inter- 
est you very truly yours (186) 
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Mr. A. F. Hoskins, 

Latrobe Bldg., 

Fitchburg, Mass. 
D.ear Sir: 

We invite your examination of 
the enclosed blotters for advertising 
purposes. Unlike most printed mat- 
ter, they are not thrown into the 
waste basket, but will be retained 
and used for some time. 

We shall be pleased to negotiate 
with you for a yearly supply, to be 
delivered monthly. At our up-town 
oflSce, which is equipped for the pur- 
pose, we can address and mail them 
for you. At this office, 1308 Arch 
Street, imikUion typewritten letters 
will be printed, folded, enclosed, 
addressed, and mailed at reasonable 
prices. 

Catalogues, booklets, circulars, 
folders, labels, office stationery, etc., 
can be printed in our modern shop, 
which has facilities for turning out 
artistic advertising matter. We have 
our own bindery j which we equipped 
with folding machines so as to facili- 
tate our production processes and 
to effect quicker deliveries. 

Orders for designing, engraving, 
and steel plate printing will be exe- 
cuted in the very best manner. 
Power presses of recent manufacture 
have been installed, insuring the 
production of high-class stationery. 
Yours very truly, (172) 
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Mr. L. M. Warner, 

5th & Wood Sts., 

Colorado Springs, Colo. 
Dear Sir: 

When you intend to invest in 
real estate, you pay a lawyer to 
examine titles. If there are several 
opportunities for investment, you 
investigate to find out which is the 
best. If you find a piece of property 
which has many decided advantages 
over all others offered, besides being 
the lowest in price, do you hesitate 
in your choice? 

It is the same with life insurance. 
If you are not satisfied with "any old 
thing," it will pay you to investi- 
gate the policy contracts of the 
Northwestern. Such a contract en- 
ables a man not only to make an 
unbreakable will, but also to create 
an estate which may be distributed 
without the usual costs of court, the 
executor, the attorney, or of inheritance 
taxes. 

It will be interesting and profit- 
able for you to look into this matter 
from a business standpoint. The 
plan and amount of your life insur- 
ance should conform to the particular 
conditions of your circumstances. 
As this may be the most important 
business of your life, we trust you 
will accord a short interview to our 
solicitor, Mr. W. C. Bradley, when 
he calls upon you, which will be within 
a day or two. 

Yours truly, (201) 
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To our Subscribers and Patrons: 

As we have stated in our litera- 
ture from time to time, it will be our 
policy to make reductions or modifi- 
cations in our rates whenever it is 
found that any service furnished 
could be supplied at a lower rate, 
without impairing the service and 
with profit to the company. We 
are taking this means of calling your 
attention to the rates on page three 
of our July directory. 

It will be noted that the rates 
for extension telephones have been 
reduced 50%; the two-party resi- 
dence rate has been reduced nearly 
25%; excess messages on residence 
telephones have been reduced 25%. 
The direct line unlimited residence 
rate, however, remains the same. 
The direct line business rate has been 
increased approximately 12%. Sub- 
scribers having our two-party resi- 
dence service will be allowed 30 
additional calls without additional 
charge. 

Liberal concessions will be made 
in regard to extra listings in the 
directory under the new rate. 

These rates have been found 
to be a more equitable distribution 
of the charges with relation to the 
particular service rendered. 

Yours very truly, (193) 
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Mr. James L. Barker, 

148 LaSalle St., 
Chicopee, Mass. 
Dear Mr. Barker: 

I am addressing this letter to 
you because the work of this Asso- 



ciation has been developed to a point 
where it is worthy of your personal 
consideration. The movement is 
now firmly established. The members 
are receiving the nation-wide pub- 
licity for which they have subscribed, 
and the results obtained for them 
have proved not only tangiUe but 
also most remunerative. 

Those of our members who have 
fully investigated the proposition 
are enthusiastic about it. They fed 
that the plan has wonderful possibili- 
ties and, with proper support, can 
be made of inestimable value to the 
profession in uplifting and improving 
the conditions under which the busi- 
ness is now conducted. 

The movement needs the sup- 
port of progressive men of your type, 
and it is to men like you who can 
best appreciate its merits that mem- 
bership will be most beneficial. I am 
sure that our members will be very 
glad to have your cooperation. 

May we not hear from you and 
receive the enclosed application blank, 
prop)erly filled out and signed by your 
firm? 

Sincerely yours, (178) 
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Roth Electric Construction Co., 

Calumet, Mich. 
Gentlemen: 

You pay your stenographer $300 
to $900 a year. If yjur typewriter 
is not kept in good condition, your 
stenographer may be able to reach 
only 80% or 90% of his or her effi- 
ciency. You will save 10% to 20% 
of the salary you pay if your type- 
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writer is giving you 100% efficiency. 
Think what this means to you! 

Our inspection service will in- 
sure you the maximum efficiency at 
a cost of only $5 a year, and will save 
you the trouble and annoyance of 
petty repair bills. Permit us to 
give you this service, which we recom- 
mend and guarantee. Kindly note 
what the enclosed card covers, sign 
and return it to us, and our inspector 
will call regularly once a month to 
clean, oil, and adjust your Reming- 
ton machine, replacing such parts 
as are needed, except the cylinder 
and ribbons, and no charge will be 
made for any necessary intermediate 
calls. 

Yours very truly, 
P.S. We shall give you this inspec- 
tion service and furnish a new ribbon 
each month, if you so desire, for 
$12 a year. (197) 
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Mr. Charles W. Wagner, 

309 Arcade Bldg., 
Montgomery, Ala. 
Dear Sir: 

We are now revising our "For 
Sale" and "For Rent" lists, and we 
would greatly appreciate it if you 
would let us know whether your 
property is in the market either for 
sale or for rent, and whether it is 
furnished or unfurnished. 

We advertise all properties listed 
with us at our own expense in the 
best daily and Sunday papers. 

Enclosed you will find a listing 
blank, which we should be pleased 
to have you fill in and return to us 



at your earliest convenience. If 
we are successful in securing a pur- 
chaser or a tenant for you, our com- 
mission will be 2% on the selling 
price and 5% on the term rent. If 
the property is sold or rented through 
your own efforts or through the efforts 
of any other broker^ we make no 
charge whatever. 

We take this opportunity of 
notifying you that on or about March 
15 we shall be located in our new 
offices, 318-319 Metropolitan Build- 
ing. 

Yours very truly, (175) 
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Mr. F. C. Kober, 

328 Oak Street, 

Green Bay, Wis. 
Dear Sir: 

For several years we have been 
trying to determine more definitely 
just what magazines the majority of 
our subscribers read, our intention 
being to offer combination sub- 
scriptions to such periodicals at 
attractive prices. 

Many of the orders which are 
created by our circulars reach us 
through local news agents and can- 
vassers. In many cases these orders 
are divided into single subscriptions 
and sent to the respective publishers 
by the agents. You can readily 
understand that under these condi- 
tions it is difficult to learn just which 
magazines sell the most readily in 
connection with ours. 

You can help our mutual inter- 
ests by stating what other periodicals, 
if any, you purchased in connection 
with your recent subscription to 
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"World's Work." We ask for in- 
formation at this early date while 
the m'atter is still fresh in your mind. 
Please write your answer on 
the blank space on the enclosed 
postal card and return it to us. To 
repay you for your trouble, we shall 
be glad to send you a picture for 
framing selected from our group of 
"Famous American Gardens." 

Yours very truly, (183) 
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Mr. C. W. Kline, 

Aurora, 111. 
Dear Sir: 

Allow me to inform you of my 
next auction sale, Wednesday and 
Thursday, October 11 and 12. 

I shall have 220 high -class 
horses consigned to me from the best 
breeders of horses who ship to this 
market. There will be two car- 
loads direct from Lexington, Ky., of 
mated pairs and coach horses; also 
driving and saddle horses. From 
Ohio and Indiana, I shall receive 
one hundred and fifty drajt and 
general work horses weighing from 
1100 to 1800 pounds. I shall also 
offer for sale a contractor's outfit 
consisting of horses, dump wagons, 
etc. 

All horses sold at this auction 
must be as represented, and should 
you be a buyer, I will see that you 
receive proper treatment. 

May I have the pleasure of 
seeing you at this sale? 

Very truly yours, (140) 
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Mr. C. K. Kunkle, 

Charlotte, N. C. 
Dear Sir: 

Very recently one of the largest 
jobbing houses in the country was 
forced into liquidation. We refer 
to the great house of Sweetser, 
Pembrook & Co. of New York. A 
committee was appointed, which 
decided to close out quickly over a 
million dollars' worth of merchandise 
at auction. Our buyers attended the 
sale and made heavy purchases in 
sum.mer cottons, dress linens, silks, 
white goods, table linen, hosiery 
and underwear, and blankets and 
spreads. 

While the auction sale will be 
continued throughout the week, some 
of our buyers are returning, and the 
goods are arriving daily and will 
be ready for sale in this store on 
Tuesday morning, May 31, at 7.45 
o'clock. They will be sold at the 
lowest price ever quoted for goods of 
this class. Nearly 100,000 yards of 
white and colored dress cottons and 
linens were purchased, and we enum- 
erate only a few items of this parr 
of the purchase. The others will not 
be classified until the close of the 
week. 

15,000 yards of 25^ Imported 
Scotch Zephyrs and 20^ Fancy 
Cotton Voile will be offered at 10^ a 
yard. 

30i Scotch Madras will be of- 
fered at 12J^^ a yard. 
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50ff Imported Fancy Scotch 
Linens, 30 inches, at 25^ a yard. 

40^ Imported Belfast Linen 
Cheoiot, 36 inches wide, at 18j^ a yard. 

3Si Embroidered Swiss Muslins 
at ISi a yard. 

We take the liberty of inform- 
ing you of this sale in advance, as 
we feel sure that the expense of a 
trip to the city will be easily saved 
on one or more purchases. 

Very truly yours, (288) 
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mr 1 j baird 467 ma)^ower st san 
diego cal dear sir we are taking the 
liberty of writing you again regard- 
ing our spring styles you probably 
remember that our store is located 
at 198-200 tustin st we enclose two 
illustrations of our spring and sum- 
mer styles you are interested in 
shoes and naturally want the best 
we have the best now is the time to 
prepare for the coming season before 
purchasing your spring and summer 
shoes let us show you the emerson 
line do you appreciate the personal 
interest we take in our customers do 
you realize that in our store you have 
the chance to know the man with 
whom you are dealing to become 
personally acquainted with him to 
feel that he knows your particular 
tastes and requirements he will 
take special pains to give you just 
what you need because thats his 
business two-thirds of your life 
is spent with your shoes on half the 
pleasure of life is lost if they are not 
cmersons quality cuts a big figure 
with us price a small one emerson 
prices are $4 $5 and $6 our latest 



catalogue is yours for the asking 
yours very truly (198) 
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The Principal, 

Westminster Academy, 
Sheboygan, Wis. 
Dear Sir: 

. There has been a gradual fall- 
ing off in the number of men apply- 
ing for the classical course in our 
college, and there is reason to believe 
that this decrease is general. I feel 
that no one is better able to explain 
the fact or to suggest a remedy, if 
a remedy is felt to be needed, than 
the heads of our high schools and 
academies. 

To assist me in getting at the 
facts, would it be asking too much 
of you to send me at some leisure 
moment a statement of the condition 
of classical studies in your institu- 
tion and your position in regard 
to them? I should like your reply 
to include, if possible., a statement 
(1) of the number of men by classes 
taking Latin and Greek, (2) the 
number in Latin alone, (3) the in- 
crease or decrease in each course 
during the last three years, (4) your 
explanation for such increase or 
decrease. Any remarks you care 
to make will be most welcome. I 
should like permission to quote what 
you say in a paper I am preparing. 

Hoping that I have not made 
too great a demand upon your time 
and patience by this request, I am, 
sir, 

Very truly yours, (207) 
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First National Bank 

NEW YORK 

OFFICE OF TME PRESIDENT May 

Twenty Fifth 
Nlnatean SixtMfi 

Mr. Sanuel X* Newoomer, 

President, The National Bank of CoBoeroe, 
Syraouse* R* Y« 

Dear llr« KewoooBrt 

I am addreeeing you upon a natter vhloli Z tMnk la asecDaiag 
Buoh liqportanoe that It should reeelYe the careful study and ooa- 
sideration of all bankers, and especially the administrative offieen 
of our fizianoial institutions* 

Whatever difference of opinion may exist as to the possibility 
that New York may become the financial center of the worldt there is ao 
denyine: the fact of the growing iinportance of New York as. a powsrfol 
international money center. The war has yet to render msjay decisiou; 
but it has already decided that world finance will, in future, have to 
reckon with New York as an extremely iiqportant factor. 

Under present conditions, or under any possible conditioas 
that mie^t arise as a result of the kaleidoscopic changes that are now 
in full swing, the precious metals form the basis upon which finance and 
currency rest. The United States has, for a considerable while. 
poeeessed the large et stock of goldt quite apart from the fact that it 
is the richest country in the world. At one time this country was tba 
premier gold producer; at preeent, the output of the minee of the 
United States forms not an inconsiderable part of the total of the 
world's production. Furthermore, more gold has been used in the arts 
here than in ax^ other country. 

Although latter-day economists, bankers, and legislators bate 
not coupled **gold and silver** as Rioardo did when diecoursing upon 
money, and the trend has been constantly to identify gold and money, 
silver, in spite of its raultifarlous tribulations, will not consent to 
be ignored. Though not the Standard - except in China - and though 
its use for coinage hae been restricted considerably, silver has 
remained THE currency of circulation in many countriee. The vogue 
of eilver in Gold Exchange Standard countries has not shown any signs 
of diminution. 

A new situation has arisen on account of the war. Let alooe 
the regular silver countries, the Governinonts of the European countries 
are contemplating the use of silver in ameliorating the difficult 
currency situation that is prevailing in Europe at present. Very 
interesting and important developments are now taking plase, and the 
future has much more interesting developments in store for us. 

The United States has the largest output of silver of aay 
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ootmtry in tba world within its own boiindAri««| it prastieally 
oohtrolBf inoloding tht output of the MtzlOAn Bine«» folly saTenty* 
five per cent* of th« world'a produotlon. Iran anppoaing, for 
argonant'a aato* tliftt thara la no othar raaaont thia alona abonld 
prora auffloient to oaintain and iaoraaaa tha intaraat of thia 
country in tlia future ooiurse of ailTar. 

fhe oouraa of intamationnl trade and the finanoial daTtflop- 
menta that hare taken plaoa during; the paat tvalTa montha have oobh 
biaad to giTa apaoial iaportanea to the foreign azohaoga Darkat in 
I?ev York. With the eonatantly inoraaaing inportanoa of Hew York in 
international trade and finanoat foreign exoliange will be entitled 
to claim apecial attention, Oircumatancea haTa ocnapirad to omke 
foreign exchange aore of a problen than it. erer haa been in tha paat; 
and the aolution of problama connected with foreign azotaanga ia likely 
to becoae more ineletent and urgent in thie country than ever In tha 
past. 

Uhdar these conditiona it ia aaey to note that carefully 
sifted infoznation about gold* ailTer« and foreign exchange* with 
conneate on the couree of the market, ie now an iaperatiYe neceseity*' 
I have arranged to leaua a weakly letter, ahioh, while avoiding tha 
cunjbereome and unintelligent maee of etatiatical detail, will alao 
avoid the other extreme of making coamenta which are of no practical 
value to trade* 

Z ahall take thie matter iqp with you in peraon upon the 
oooaalon of the coming meeting of tha insrican Bankara Aaaociation 
in Chicago* Z believe it ie a auhjeot worthy of open diacuaaicn 
on the floor at that meeting. 

ffl^th aeaoranoee of n^ hi^^st reepect* Z am 

Sincerely youre. 




President. 
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Mrs. L. M. McKay, 

548 N. Swenson Ave., 
Lincoln, Nebr. 
Dear Madam: 

It is but two years since I 
introduced the "Dorothy Dodd" 
shoe. Even in that short time it has 
achieved a truly phenomenal suc- 
cess, a success that is greater than 
I had dared to hope for. 

The fact that it was instantane- 
ously so successful, and the fact that 
its popularity and its sales are increas- 
ing at so wonderful a rate, is the 
best evidence I need ofiFer that if 
you are not already a wearer of 
the "Dorothy Dodd" shoe, you 
should now become one. 

The little "service book" en- 
closed portrays the leading styles 
for the spring and summer. It is 
designed to assist women in decid- 
ing just what style of shoe to select 
for each particular occasion or service. 
I hope it may prove of interest to 
you. 

The sale of "Dorothy Dodd" 
shoes is confined to a single high- 
grade store in each city, and I ask 
the favor of your inspection of the 
new styles which are now on display. 
Sincerely yours, (167) 
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Messrs. Dickey & Dunbar, 

Shreveport, La. 
Gentlemen : 

Under date of November 21 
we wrote you regarding the loss by 
fire that you were reported to have 
suffered at that time. We called 
your particular attention to our 
interest in keeping a complete record 
of every settlement made by ever>' 
insurance company on every loss, 
whether the party sustaining the 
loss is a clieni of ours or not. The 
record of settlement of your loss 
is of equal importance to aJl persons 
holding policies in the same company. 
We shotdd appreciate it very highly 
if you would favor us with a report, 
as complete as you may be willing 
to make, of your experience, as soon 
as your loss is finally adjusted. We 
should like to have the names of 
companies in which you were insured, 
the amount of the claim, whether 
the contract was drawn to cover 
fully the loss sustained, or whether a 
compromise settlement was effected. 

Any information you may give 
us will be treated as confidential and 
will not be used in any way to your 
disadvantage. It will greatly en- 
hance the value of the service we 
are undertaking to furnish our sub- 
scribers. 

Yours very truly, (194) 
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Mr. W. K: Dillon, 

865 N. Idlewood St., 
Lexington, Ky. 
Dear Sir: 

We are enclosing a descriptive 
pamphlet announcing the publi- 
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cation of " The History of the Art of 
Writing," a work which we believe 
to be unique. The first two port- 
folios, embodying the Oriental Series 
and the Classical Series, have passed 
through the Custmn House. The 
third and fourth portfolios are an- 
nounced as being neariy ready for 
shipment to us. 

If you decide to subscribe for 
this work before publication, de- 
liveries to be made as issued, we shall 
be pleased to allow you a discount of 
40% from the publisher's list 
price. This concession applies only 
to subscriptions received in advance 
of complete publication. 

Upon your request, we shall be 
glad to send you for examination one 
or two of the portfolios published, 
assuring you that this involves no 
expense to you, nor obligates you to 
purchase. 

Very truly yours, (142) 
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Mr. A. C. Pryor, 

Illinois Central Railroad Co., 
Louisville, Ky. 
Dear Sir: 

We wrote you on August 2 
enclosing a ticket redemption re- 
quest from Mr. A. C. Dolan of 
Jacksonville, Fla., for a refund of the 
amount due on the unused portion 
of Pennsylvania ticket No. 1579. 
We also explained that the check or 
voucher to cover this refund should 
be mailed to us for transmission to 
Mr. Dolan. At the time we wrote 
you, Mr. Dolan was in the city, 
engaged in making certain purchases 



at our wholesale house. When he 
left, we gave him our check for the 
amount of his claim filed through us, 
since he seemed unfamiliar with the 
method to pursue in making col- 
lection of this claim. 

You can appreciate from this 
that our account is still open. We 
should like very much to close the 
item at the very earliest possible 
moment, and would again request 
that you let us have your check 
drawn in Mr. Dolan's favor, which 
we shall in turn transmit to him for 
proper endorsement. 

May we hear from you by return 

mail? 

Yours truly, (180) 
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The Harrington Co., 

San Jose, Cal. 
Gentlemen: 

We are informed that the claim 
of the A. J. Harrison Co., amoimting 
to $245.50, has not yet been paid by 
you. We must conclude that through 
stubbornness or some indefensible 
reason you desire, if possible, to 
evade payment of a just debt. As 
no efforts have been made toward a 
settlement, we shall be compelled 
within a reasonable time to take 
some action to protect our client^s 
interests and enforce its legal rights, 
in accordance with our usual methods 
of dealing with such cases. 

It is perhaps unnecessary to 
remind you that legal proceedings 
will involve costs and fees which 
must fall upon the debtor, to say 
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nothing of the discredit which at- 
taches to the institution of legal 
proceedings. 

We regret to be compelled to 
take more vigorous action in this 
matter. We advise you to place 
yourtelf immediately in communi- 
cation with your creditor, so as to 
avoid further* trouble for all persons 
concerned in the matter. 

Very respectfully, (168) 
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Mr. W. T. Williams, 

467 Liberty St., 
Tampa, Fla. 
Dear Sir: 

Do you run your motor car with or 
without? "With or without what?" 
you ask. With or without the 
"Cycle and Automobile Trade Jour- 
nal." 

If you run it without (and our 
records show that you are not a 
subscriber), you are overlooking an 
opportunity, since the Journal can 
be of great assistance to you. It 
contains more well selected reading 
matter than any other publication 
in its field. This statement is based 
upon the fact that thousands of 
motorists in all parts of the country 
are subscribers, and that we are 
daily in receipt of letters telling us 
how helpful the Journal is. A few 
of these are reproduced in the en- 
closed booklet, which we hope you 
may find time to glance through. 

We have unbounded faith in 
the ability of the Journal to "make 
good;" so much that we shall refund 



you the subscription price if, at the 
end of six months, you are not en- 
tirely satisfied with it. 

Send us your order today, using 
the enclosed special subscription 
blank. Will you do it right away? 
Yours very truly, (182) 



288 
communication 
functions 
constitute 
community 



familiarize 
institutions 
influence 
development 



Messrs. Gary & Gaines, 

2321 Scott Street, 
Sandusky, Ohio. 
Gentlemen: 

The purpose of this communi- 
cation is to ask you to open an ac- 
count with us. 

You are one of our business 
neighbors. We have all the facili- 
ties to serve you that come within 
the scope of the functions of a modem 
trust company. 

You and your neighbors con- 
stitute a business center. We are 
one of your neighbors. All of us 
constitute a city within a city. The 
growth of a community is quickly 
gauged and tested by the growth of 
its financial institutions. You an 
serve your community and your own 
interests by helping to make the 
financial institutions within, your 
center larger and more important, 
which increases their influence in 
community development. You can 
do this by dealing with us. 

Please look over our statement 
printed on the back of this sheet and 
familiarize yourself with the names 
of our directors. We think you will 
agree with us that they are repre- 



* Uat farther in speaking of distance; further in the sense of additionaL 
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sentative of the tjrpe of men who 
command confidence in any com- 
munity. 

We shall be pleased to have 
you call at the bank at any time. 
Sincerely yours, (181) 
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The Mayfield Development Co., 

West Chester, Pa. 
Gentlemen: 

We enclose a rock-bottom esti- 
mate for inserting your advertise- 
ment in our list of weekly papers, 
having an average circulation of 165,- 
000 copies. 

You are advertising primarily 
and ultimately for the purpose of 
obtaining returns, and it is on this 
ground that we solicit your careful 
consideration of our pai>ers. 

You will see from the enclosed 
list that our papers are circulated 
in the smaller cities, towns, and 
villages except those issued in Phila- 
delphia. The latter are community 
papers, and each is confined to its 
separate district and pri25ed by the 
readers because of its discussions of 
local matters affecting the people of 
that district. 

These weeklies circulate in the 
country, not in the city; therefore, 
mail order advertisers, real estate 
advertisers, and those having farms, 
lands, investments, stocks, machin- 
ery, and tools for sale, as well as 
those who have business oppor- 
tunities to offer or are seeking agents, 
country help, etc., should use this 
list without missing one issue. 



Home circulation tells our story. 
Give us a trial order. We shall 
abide by the results. 

Yours very truly, (183) 
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mr p n george 508 keystone st 
lebanon pa dear sir if a man offered 
to sell you gold dollars for 7 Si you 
would have just cause to question 
their g^uineness on the other hand 
when we offer you automobile sup- 
plies and accessories at an average 
saving of 25% on standard grades of 
trade-marked goods the quality and 
price of which you are perhaps as 
familiar with as you are with those of 
any other commodity is there any 
good reason why we should not ask 
for and receive your patronage be- 
cause of the tremendous purchasing 
power of our business which enables 
us to undersell all competitors and 
the fact that we fill orders the day 
they are received we are led to be- 
lieve that you will be interested in 
having particulars of our price-sav- 
ing plan which made for us over 
19,000 friends and customers last 
season we are going to mail a com- 
plimentary copy of our enlarged and 
revised 1916 catalogue which is the 
most complete hand-book on auto- 
mobile supplies and accessories pub- 
lished will you'kindly indicate on the 
enclosed card whether you would 
rather receive the catalogue at your 
business or home address very truly 
yours (198) 
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Mr. W. T. Winslow, 

1478 N. Fargo St., 
Hammond, Ind. 
Dear Sir: 

We are sending to you by pre- 
paid express a portfolio to be used 
in filing the Ulustrated biographical 
sketches of modem undertaking es- 
tablishments appearing as inserts in 
our syndicated trade journal, which 
you will receive monthly from some 
member of our syndicate. 

We have arranged with a num- 
ber of the principal jobbing houses of 
the country to send out this syndicat- 
ed journal monthly in their respec- 
tive territories. Practically every 
undertaker in America will receive 
the journal, and a national distri- 
bution of portfolios will soon be 
made for the purpose of filing the 
biographical sketches which will ac- 
company it. 

Leading undertaking establish- 
ments wiU be illustrated and de- 
scribed, and a number of sketches 
will be delivered each month. When 
collected and properly placed in the 
portfolio, they will form a handsome, 
permanent file for perpetuating their 
use; as they accumulate, they will 
become more and more valuable to 
you in informing your -patrons re- 
garding the men in other cities and 
towns whose services you can recom- 
mend. 

We trust that you will receive 
the portfolio in good, condition and 
find use for it. 

Sincerely yours, (184) 
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Mr. L. C. Walton, 

1021 Walnut St., 

Gloucester, Mass. 
Dear Sir: 

You are one of the progressive 
merchants interested in night ad- 
vertising (sidewalk and show win- 
dow lighting), and you wUl be pleased 
to learn of the latest and best "silent 
salesman," the Never-out Gas Arc. 

Merchants have long known 
that gas light is best for displaying 
goods and distinguishing colors. All 
know, too, that gas is the cheapest 
illuminant by far. But we now offer 
you a lamp with these features of 
quality and economy, and in addition 
other advantages of striking value. 

The Never-out is a fine looking 
lamp, with five mantles throwing all 
the light downward. This means no 
wasted light and no shadows. It 
lights the sidewalk and the window 
display equally well. Its volume is 
500 candle power and it consumes but 
two cents' worth of gas an hour. 
By means of a clock attachment, it 
will extinguish itself at any hour for 
which you adjust it. Thus you may 
easily regulate your gas bills. Think 
of it! You may have four hours' 
light a night for 8^; six hours' for 
12ff. There is absolutely no lighting 
proposition that can approach this. 

Will you please return the en- 
closed postal card today? 

Very truly yours, (204) 
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Mr. T. A. Lundson, 

Mgr., Hanan Shoe Company, 
Philadelphia, Pa. 
Dear Sir: 

Look out for the bigger EVEN- 
ING TIMES! 

December 8 will mark a new 
step in the progress of this paper. 
On that date it will appear as a 
bigger EVENING TIMES, bigger by 
one full column on each of its pages. 

The statement on the first page 
of this issue will tell you the story 
better than I can. I am going to 
mail to you under another cover a 
copy of this issue and ask you to read 
this first page announcement. 

From a small beginning a few 
years ago, the EVENING TIMES 
has grown to the point where it is 
necessary both for the sake of our 
advertisers and readers to make it 
larger. Beginning next Sunday, De- 
cember 8, we shall go to eight col- 
umns to the page, the same size as 
the "New York World," conceded 
to be the criterion of twentieth 
century newspapers. 

When you look over the copy I 
am sending, I would ask that 
you notice particularly the possi- 
bilities for greater publicity the in- 
creased size of the paper presents to 
advertisers. 

Sincerely yours, (182) 
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Dr. Thomas C. Dean, 

678 Pearl St., 

Atlantic City, N. J. 
Dear Doctor: 

For a number of years our New 
Jersey collections have been almost 
entirely in the hands of Mr. J. M. 
Dixon, one of our oldest employes, 
with whom you are perhaps acquaint- 
ed in a business way through his 
having called on you from time to 
time in connection with your account 
and subscriptions to one or another 
of our various medical publications. 
We are now making a change in our 
system of handUng collections, and 
we deem it expedietit to explain that, 
insofar as* is possible, we shall in the 
future endeavor to collect all ac- 
counts due us by mail. 

We are enclosing a statement of 
your account as it appears on our 
books, showing a total debit of $46.50, 
of which $25 is now due and payable, 
according to our understanding of 
the arrangement made with our 
representative at the time you placed 
the order. 

Should this account not agree 
with your records, or should you 
wish to make any change in the 
provision for future payments, Mr. 
Dixon will, of course, call upon you; 
but as it is our wish to lighten his 
burden as much as possible from this 
time forth, we should prefer that 
you remit by mail as payments on 
your account fall due. 

Please state your wishes in 
order that we may make the necessary 
record in this office. 

Yours respectfully, (236) 



* Inasmuch as and insofar as are the correct forms of these expressions. 
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Mr. C. W. McClure, 

478 Farragut St., 
Austin, Tex. 
Dear Sir: 

The teaching of law by corre- 
spondence is no longer in an experi- 
mental stage. When the Chautau- 
qua University (incorporated in 1884), 
as a pioneer in this field, first at- 
tempted to apply this method to the 
teadiing of law, it was predicted 
that the effort would fail, but it 
did not. Dr. Harper, formerly Presi- 
dent of the University of Chicago, 
held that this was one of the subjects 
to which this method of instruction 
was especially applicable, and the fact 
that there are at the present time 
nearly fifty thousand students in the 
United States studying law by cor- 
respondence is sufficient proof of the 
efficiency of this method of instruc- 
tion. 

You are a student of Marshall 
Institute and have so far been suc- 
cessful in your studies. We believe 
your experience with this school 
has been such as to demonstrate 
the fact that our textbooks are 
authoritative, up-to-date treatises on the 
different branches of law, and that 
our method of teaching these branches 
is such as to give the student a 
thorough and practical knowledge of 
the law. We should be pleased to 
have you cooperate with us in plac- 
ing the Law Library in the hands of 



other students who are so situated 
that they cannot leave their business 
to attend a resident school, and yet 
are desirous of taking a course in law. 
You no doubt know of young 
men in your community, law clerks, 
teachers, and high school graduates 
who have expressed a desire to take 
up the study of law as a profession. 
If you will send us their names and 
addresses, we shall be pleased to for- 
ward them our catalogue and othei 
literature and endeavor to secure 
their enrollment as students. Your 
recommendation of the course will 
do much to secure their enrollment. 
Sincerely yours, (303) 
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Mr. W. C. Felton, 

Rome) N. Y. 
Dear Sir: 

We have perfected a new stencU 
paper, called "Dermatype," which 
is waxless and practically indestruct- 
ible, is as flexible as cloth, will not 
crack, works equally well in hot or 
cold temperatures, and which yields 
many thousands of t)T>ewritten copies 
from one original writing. It cannot 
be damaged in handling. When 
desired, the stencils may be laid 
away and used again months or years 
hence, as they do not deteriorate ia 
any way. 

Although "Dermat)T>e" is higher 
in price than the wax stencil paper, 
due to the increased cost of manu- 
facture, the advance is minimized 
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by the saving made in waste of 
stencils, ink, etc., and if more copies 
are required than one wax stencil 
will deliver, "Dermatype" shows in- 
creased economy. The beauty and 
naturalness of "Dermatype" dupli- 
cates should convince you of its 
genuine worth regardless of price. 

In operation "Dermatyi)e" is 
first moistened with "Dermax," 
which is quickly and easily applied 
with a brush. It is then ready for 
the tj^pewriter immediately. 

Will you allow us to demonstrate 
the practical advantages of "Derma- 
type" to you in your office? 

Yours truly, (181) 
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Mr. W. F. Byron, 

217 Matilda St., 

Cmnberland, Md. 
Dear Sir: 

You recently paid a visit to 
our dty store and displayed an 
interest in the Economy washing 
machine which we are demonstrating 
here. 

If it is your intention to pur- 
chase a washing machine, provided* 
you find one that is entirely satis- 
factory, we are in a position to make 
you a very advantageous oflFer. We 
shall send a machine to your home on 
fifteen days' trial, with the under- 
standing that if the machine proves 
satisfactory you are to pay for it at 
the end of that time. 

You no doubt remember that 
this machine has all the working 
parts enclosed. It is, therefore, 



impossible for the clothing to get 
caught on chains and gears as is 
possible with other machines. The 
cylinder into which the clothes are 
put is made of zinc and will not rust. 
The wringer can be swung around and 
locked into any one of three positions 
to adjust it to the location of the tub. 

The No. 1 machine, with gal- 
vanized body, which has a capacity 
of eight sheets or sixteen shirts or 
their equivalent in other articles, 
is quoted at $90; with copper body, 
$100. The No. 2 machine, with 
galvanized body, which has a capa- 
city of fourteen sheets or twenty- 
eight shirts or their equivalent in 
other articles, sells at $115; with 
copper body, $130. 

If you accept this trial offer and 
wish a machine seat to you on this 
basis, it is understood that we will 
have a representative call at your 
home after the machine has been 
delivered to show you just how it 
works. 

It costs but two cents an hour to 
operate the Economy. 

We are enclosing a stamped 
envelope for your convenience in 
replying. 

Yours very truly, (295) 
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Mr. L. S. Samuels, 

478 Queen St., 

Dunkirk, N. Y. 
Dear Sir: 

Referring to your letter of the 
12 th, we issue five hundred mile and 
one thousand mUe books, price $10 



* Do not use prowiding for the conjunction provided. 
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and $20 respectively. They are good 
only on this railroad and the Central 
New England Railroad. Fifty-eight 
miles would be collected for each 
passenger between New York and 
Bridgeport. 

For a party of ten or more people, 
we would issue a block ticket be- 
tween New York and Bridgeport 
for the one-way fare of $1.16 for 
each individual, which you will note 
is the mileage rate. The regular 
fare between New York and Bridge- 
port is $1.20. 

We could also arrange for the 
transportation of your people, if 
desired, via Bridgeport Line Steamer, 
New York to Bridgeport, which 
leaves New York from pier #27, 
East River, at 11 A.M. on week- 
days, and is due at Bridgeport at 
3 P.M. Returning steamer leaves 
Bridgeport at midnight daily, except 
Sunday, and is due to arrive at 
New York at 4 A.M. The fare is 
$1 each way. 

If staterooms are desired on the 
return trip, they can be secured for 
$1. Each stateroom has two berths. 
There are also a number of free 
berths on the steamer. Sleeping 
quarters may be occupied until 8 
A.M. 

Yours truly, (222) 
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Mr. A. J. Edwards, 

176 N. Quincy St., 
Ashtabula, Ohio. 
Dear Sir: 

What about the policy recently 
sent you on approval? Having heard 
nothing to the contrary, we conclude 



that you have found it to your liking. 
That is just what we expected, for no 
other policy contract which we know 
of so clearly points the way to sound 
legal-reserve insurance protection at 
such a low net cost. 

Feeling that it meets your needs, 
we write to urge upon you the ad- 
visability of promptness. Of course, 
it does not mean so much to the 
company as to you, but we should 
feel remiss if we did not warn you 
against delay, the danger and loss 
from which we see almost daily. 

We take it for granted that you 
are still seriously considering in- 
surance; it is an ever-present proposi- 
tion with thoughtful people. 

The question, then, is: "Are you 
insurable?" To decide this you must 
be examined by a competent physi- 
cian. Fill out the enclosed card 
and we shall send our check for his 
services. There will then be no 
expense to you in the matter. Why 
not do it now? Next month or even 
next week you may not be eligible 
for insurance. 

Very truly yours, (196) 
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lansdowne baking co eau claire wis 
gentlemen having told you in a pre- 
vious letter that the one minute 
process of bread making will produce 
10% more bread than is secured by 
present methods I now want to ex- 
plain to you how this is accomplished 
in the old way of making bread 
whether by hand or machine the 
flour is dumped en rnasse into the 
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liquid which positively prevents a 
thorough and proper moistening of 
all the flour granides in the one 
minute process the flour is sifted 
into the liquid and kneaded at the 
same time with the result that every 
little granule is entirely surrounded 
with moisture you can readily under- 
stand therefore how a given quantity 
of flour treated by the one minute 
machine will absorb more moisture 
will make a greater weight of dough 
and will bake a greater number of 
one-pound loaves than is possible 
by the old-time process this perfect 
moistening of the starch granules 
is the secret of the one minute process 
we shall be prompt in giving you 
further information if you are inter- 
ested in getting more and better 
bread at the same cost assuring 
you of our prompt attention to 
your inquiries we are yours very 
truly (202) 
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Mrs. L. C. Wyman, 

1222 Linden Ave., 
Charleston, W. Va. 
Dear Madam: 

We enclose a prospectus of our 
Harrington Autotone Club, which 
should be most interesting to you 
jf you are contemplating the pur- 
chase of a player piano. 

We are fortimate in being able 
to offer the public a Harrington 
Autotone at the unheard of price of 
$500, and on a most convenient easy 
payment plan, without interest or 



extras. We are enabled to do this 
because the manufacturers have dis- 
continued making this style of case. 

The Harrington Autotone is 
made under the supervision of Hard- 
man, Peck & Co., makers of the re- 
nowned Hardman piano, and is 
recommended by the world's lead- 
ing musicians. It has never before 
been offered by us (new) for less 
than $725, with interest added on 
deferred payments. 

These cases come in light-color 
mahogany, oak, and walnut, the 
latter woods being satin-finished, 
and the instruments are equipped 
with the same player as the Hardman 
and protected by the same guarantee. 

Will you favor us with a call 
before April 30, the day our club 
closes, that we may have the pleasure 
of showing these beautiful instru- 
ments and the great values we are 
offering? 

Yours very truly, (197) 



Mr. A. D. Graham, 

Woodlawn Square, 
Plainfidd, N. J. 
Dear Mr. Graham: 

The time has again arrived when 
tokens of friendship and good will 
are being distributed by our people. 
We therefore take pleasure in giv- 
ing you one of our beautifxil art 
calendars for next year as a mark of 
our high appreciation of your patron- 
age, which we trust has been mu- 
tually satisfactory. 

It is with a feeling of gratifica- 
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tion that we look back upon the 
transactions of the past year and 
think of the many valued patrons 
who have favored us with their orders. 
If this means anything, it means 
that our productions have been 
a profitable investment to the pur- 
chaser, and that our dealings have 
been along the line of square and 
upright business methods. 

We wish to state that the new 
year will find us better equipped in 
every way to serve you, and we 
earnestly solicit a continuance of your 
confidence and trade, which we 
hope we shall merit by our untiring 
efforts to please you. There is 
no asset we value so highly as a 
satisfied customer. 

Trusting that you have enjoyed 
a successful and prosperous year, 
and with kindest wishes for your 
happiness and prosperity, we are 
Faithfully yours, (195) 
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General Commercial Supt., 
The American Tel. & Tel. Co., 
Philadelphia, Pa. 
Dear Sir: 

It has been the custom of the 
division office of the Bell Telephone 
Company of Pennsylvania, located 
at Harrisburg, Pa., to furnish out- 
of-town directories to several of the 
larger hotels in Harrisburg, WiUiams- 
port, Altoona, York, and Lancaster, 
to facilitate the handling of long dis- 
tance business. Upon the occasion 
of the last request of the several 
hotels, the associate company in- 



formed them that these books would 
be furnished in the future by the 
American Telephone & Telegraph 
Company, and our District Traffic 
Chief at Harrisburg has been re- 
quested to furnish these books. 
Please arrange, therefore, for the 
shipment of directories as follows: 

Harrisburg, Pa. One Philadel- 
phia and one Baltimore book to each 
of the following hotels: Commercial 
Hotel, Lochiel Hotel, Columbus Ho- 
tel, and Pay Station, P. R. R. Co. 

Williamsport, Pa. One Phila- 
delphia book to the Updegraph 
Hotel and one to the Park Hotel. 

Altoona, Pa. One Pittsburgh 
book to the Colonial Hotel and one 
to the Logan House. 

York, Pa. One Philadelphia and 
one Baltimore book to each of the 
following hotels: Colonial Hotel, Na- 
tional Hotel, Penn Hotel. 

Yours truly, (184) 
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Messrs. Travis & Hoffman, 

Shamokin, Pa. 
Gentlemen: 

Are all your envelope require- 
ments provided for? Have you suf- 
ficient stock to last the next six or 
eight months or even a year? If 
not, I would suggest that you go 
over your stock and place orders 
now for future requirements. 

There will never be a time for 
several years when prices wiU be 
lower. For the last year or two the 
paper mills have been making slight 
concessions in order to keep going. 
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Business is now showing a gen- 
eral improvement, and the law of 
supply and demand will inevitably 
cause a rise in the price of paper 
as soon as the miUs get comfortably 
busy, which will probably be very 
soon. Evidences of the tightening 
of prices are already apparent. 

As you are an old customer, I 
am anxious to protect you against 
any advance in price. Let me have 
your order at once, and I shall 
arrange to have the envelopes held 
for shipment at such time as you 
direct before June 1 next. I have 
a notice on my desk now which says 
that prices on envelope papers will 
be advanced from $4 to $10 a ton, 
according to grade, on September 15. 
Yours sincerely, (201) 



305 



acquaint 

scope 

exhibitors 

constructive 

suggestive 



authoritative 

incalculable 

graphic 

distinct 

usefulness 



Mr. T. C. Parker, 

St. Clair School, 
Waukegan, 111. 
Dear Sir: 

In order to acquaint you with 
the plan and scope of "The Printing 
Art," a sample copy is being sent to 
you. An examination of this will 
enable you to judge of the character 
of the articles, the standing of the ex- 
hibitors, and the general usefulness 
of the publication. 

To keep in touch with the best 
work being produced, to secure 
articles by authoritative writers on 
the constructive phases of printing, 
to see the most suggestive and help- 
ful material relating to the graphic 



arts, all of service in connection with 
the work of the school, a subscription 
to "The Printing Art" would be of 
value. An order form is enclosed. 
Will you kindly fill it in and return it? 
Your attention is also directed 
to the accompanying circular giv- 
ing particulars regarding the bound 
volumes. The material contained 
in these booka is of incalculable value 
to the student or the general reader. 
Full sets are to be found in the col- 
lege and public libraries in many 
cities. A set in your library would 
make a distinct addition to the 
working material for the student. 
If you wish to see one of the boimd 
volumes before ordering, it will be 
sent prepaid on approval. 

Very truly yours, (207) 
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Mr. L. K. Belden, 

1201 Chestnut St., 
Philadelphia, Pa. 
Dear Sir: 

For Founders' Week I have 
ready for immediate delivery the 
most unique book of its kind on 
the market today. It is a complete 
reproduction of Birch's "Views of 
Philadelphia" published in the year 
1800. The booklet contains twenty- 
nine full-page engravings. It is im- 
doubtedly the most suitable souvenir 
of the week and will be of much in- 
terest to all. The cost is but 10^5 
each, in large lots, and the booklet 
can be mailed to any part of the 
world for two cents postage. Your 
advertisement wijl appear on the 
front cover of the book (IJi by 8 
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inches) and on the entire back cover 
014 by 10 inches), no other adver- 
tising appearing in the book. 

I also offer my latest booklet 
entitled, "Philadelphia of Today," 
which contains the most attractive 
views of the city, at $40 per thousand 
copies, enclosed in envelopes and 
ready for mailing to any part of the 
world for one cent postage. Your 
advertisement will be printed on 
the envelope (2 by 2 inches), on the 
outside front cover of the booklet 
(1 by 4 inches), and on the outside 
back cover (4Ji by 7 inches). 

Kindly let me know by return 
man if you desire either or both of 
these most appropriate souvenirs. 

Yours truly, (227) 
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Mr. F. C. Munson, 

2107 Deerfield St., 
Pottstown, Pa 
Dear Sir: 

I am advised to address you 
with a view to securing your influence 
and cooperation in a syndicate which 
is engaged in the development of an 
extensive seaside property at Stone 
Harbor, adjacent to Wildwood, N. J., 
and I take the liberty of enclosing a 
reservation certificate in your favor. 
This certificate will enable you to 
share in a free allotment of fully 
improved building lots reserved for 
syndicate members. 

Motoring on land and water, 
golf, tennis, surf and still salt water 



bathing are among the sports afforded 
members of our yacht dub, country 
club, and automobile club; while 
artesian water, electric lights, paved 
sidewalks, and a sanitary sewerage 
system are a few of the municipal 
improvements already made. 

Within the last few months the 
county has purchased and opened 
to free traffic the new boulevard 
to Stone Harbor. Work is now being 
pushed on the new railroad, which, in 
addition to the present Pennsylvania 
service, will give a P. &R.* connection 
to the resort, thereby assuring a 
great increase in real estate values. 

There are but a few of the free 
lots available and a prompt decision 
is necessary. Please detach and mail 
the enclosed reply card and full 
particulars will be sent at once. 
Yours very truly, (212) 
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Foster Manufacturing Co., 

Port Huron, Mich. 
Gentlemen: 

We are enclosing samples of 
"Heco 30" sanitary paper towels. 
These towels are not only the heaviest, 
but also the strongest and most 
absorbent towels now on the market. 
Unlike other paper towels, they are 
to be used like doth towels and not 
as blotters. 

The "Heco 30" is made from 
the strongest fibres known. One 
towel will absolutely dry either hands 
or face without irritation to the 
skin, and the towel will not fall 



* I>ook up this abbreviation in Appendix C, pagt 253. 
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into pieces. It is being used by 
practically all the large consumers 
in Chicago, as well as in the public 
schools. 

The "Heco 30" is packed 150 
to the roll, 50 rolls to the case, and 
sells at $12 a case, f.o.b.* Chicago. 
If, however, your requirements are 
such as to permit your ordering five 
cases or more, we shall be pleased 
to quote you a special price. We are 
confident that if you will give the 
enclosed sample a thorough test, it 
will substantiate all that we claim 
for it. 

Will you kindly favor us with 
an order for a trial case? 

Respectfully yours, (185) • 
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Messrs. Armstrong & Carson, 

489 Sycamore St., 
Chicago, 111. 
Gentlemen: 

Referring to our order recently 
placed with you for new presses, 
our attention has been called this 
morning to the fact that you are mak- 
ing arrangements to ship this machin- 
ery over the B. & O. R. R. To this 
procedure we most strenuously ob- 
ject, as our business with the B. & O. 
R. R.f amoxmts to very little in a 
year, while that with the P. R. R. 
mounts up into the thousands of 
dollars. We also understand that 
you are located near the Chicago 



Terminal Transfer Railroad track in 
Chicago, and that it would be just as 
convenient for you to ship over the 
Pan Handle route as over any other. 
Shipment over the Pan Handle would 
greatly expedite matters, as the yards 
of that company are directly across 
the street from the building in which 
our plant will be located. 

We must insist that the ship- 
ment be made over the Pan Handle, 
even to the extent of canceling our 
order if shipment is not made over 
that road. The matter of the proxim- 
ity of the Pan Handle yards to our 
new plant was taken up with Mr. 
Connelly when the order was placed, 
and we do not quite understand why 
he has not specified shipment over 
the Pennsylvania lines. 

If additional expense Will be 
incurred by shipping over the Pan 
Handle, we shall gladly go into the 
matter with you. 

Respectfully yours, (235) 

310 
porcelain elegance 

morgue neighborhood 

indestructible bathtubs 
enamel handsomest 

mr 1 w raleigh 689 stein ave sunbury 
pa dear sir in writing of his recent 
interview with you our representative 
mr John c creamer has requested 
that we send to you printed matter 
descriptive of our new porcelain 
top morgue table no 3 which is by far 
the handsomest cleanest and most 
satisfactory table of this kind ever 
made the entire top which is covered 



•This abbreviation indicates that the goods will be put free on hoard the cars (in the city or town men- 
t'Oned, usually the place from which shipment is made). 

t Look up this abbreviation in Appendix C, page 251. Study the abbreviations of the principal rail- 
ntads of the country given in the Appendix, 



132 



DICTATION COURSE IN 



with twenty coatings of porcelain 
on a steel body is beautifully polished 
and is absolutely indestructible the 
material in it is exactly the same as 
in high-grade porcelain-lined bath- 
tubs in construction it has no equal 
for while it works easily it is impos- 
sible for it to tilt under any circum- 
stances the price of this table is $60 
the no 3 is a perfect imity of iron 
and porcelain enamel the strongest 
and most durable combination ever 
produced in a morgue table it has 
the indestructible strength of iron 
with the showy elegance of fine china 
its extraordinary wearing quality is 
only one of the many reasons why 
the table affords more years of satis- 
factory service per dollar of cost than 
any other on the market mr creamer 
will be in your neighborhood again 
in the course of ten days or two weeks 
and I have asked him to call at your 
office and show you photographs of this 
table thanking you for the courtesies 
extended to our representative we 
are yours very truly (232) 
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Mr. J. G. Clancy, 

489 Mdwood St., 
Pottsville, Pa. 
Dear Sir: 

We have your letter of the 29th 
ult. in regard to the delivery of the 
steel. We wish to emphasize strongly 
the fact that it is not our fault that 
the building is at a standstill. The 
drawings you furnished us were in 
such a condition that it was absolutely 
necessary for us to make entirely 



new floor plans, refigure all the 
dimensions, and make new layouts; 
in some cases the beams ran into the 
windows, which necessitated chang- 
ing their location. Other minor 
changes were also necessary. All 
this should have been provided 
for on the architect's original draw- 
ing. If this had been the case, we 
woidd have fulfilled our agreement 
with you to the letter. 

We have detailed the first and 
second tier columns and first and 
second floor beams, but shall not have 
these drawings checked until Satur- 
day. They will be placed in the 
shop on Monday. 

We will do everything we possi- 
bly can to help you out. The entire 
matter is receiving the special atten- 
tion of one ©f our most competent 
foremen. 

■ Very truly yours, (180) 
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Mr. Frank C. Perkins, 

5311 Darlington St., 
White Plains, N. Y. 
Dear Sir: 

The plan referred to in our letter 
of the 10th is a new ten-year term 
contract providing protection only, 
with the investment element entirely 
eliminated. The policy is, however, 
convertible^ if such conversion should 
be found desirable, at any time dur- 
ing the first seven years into a whole 
life or endowment plan, without medi- 
cal re-examination. This can be 
done either by using the original 
age and corresponding rate and 
paying the difference in cost be- 
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tween the two forms with interest 
at 5%, or by using the attained 
age and corresponding rate with no 
arrears to pay. 

* This plan is proving a welcome 
opportunity for many men who feel 
the need of more insurance protec- 
tion, but are reluctant to make a 
large addition to their fixed charges 
at the present time. 

Neither loan nor cash value is- 
provided for in this contract; but 
there are small paid-up and extended 
insurance values. 

Since you did not state your age, 
I am unable to give you the exact 
rate in your case. Will you kindly 
call at my oflice, where I shall be 
glad to give you any further informa- 
tion you may desire? 

Cordially yours, (198) 
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Mr. R. K. Carter, 

187 Grandview Ave., 
Mansfield, Ohio. 
Dear Sir: 

The committee of stockholders 
appointed by me at the annual meet- 
ing on July 28 has held what we 
hope will be the last meeting. The 
report is now being formulated^ and 
we hope it will be ready to issue 
to stockholders in a few days. 

As soon as the report of the stock- 
holders' committee is ready, you will 
receive a copy of it. This report 
will show the exact status of affairs 
and will answer your questions very 
much better than I can by letter. 

The reorganization of the affairs 
of the International Oil Company is 



proceeding as rapidly as possible, 
under the direction of Mr. R. W. 
Clauson, the new vice president. 
Mr. Clauson's work is backed by the 
Board of Directors, six of whom repre- 
sent the banks of this city which 
participated in the $500,000 loan to 
the company, by myself, and by two 
other members of the old Board of 
Directors. 

Naturally, the stock of the com- 
pany has been hammered down to a 
very low point, but with the reor- 
ganization and the economy and 
reforms being instituted, I believe 
that the company will soon be on a 
firmer basis than ever. Of course, 
it will require considerable time to 
bring about these changes and to 
get the business in shape to resume 
the pa5dng of dividends. It is my 
personal opinion that it will be pos- 
sible to resume the pa3nnent of 
dividends inside of a year, but it may 
require two years. 

The intrinsic value of the stock 
is very much greater than the prices 
at which brokers are offering it at 
present, and I am strongly recom- 
mending to stockholders of the Inter- 
national Oil Company not to sacrifice 
their holdings at the present low prices. 

Truly yours, (295) 

314 

imiversity remuneration 

infancy individual 

commonwealth sympathetic 

administrative trustees 

Mr. F. H. Mertz, 

758 Winston Bldg., 

Parlicrsburg, W. Va. 
My dear Fellow Alumnus: 

I have been asking myself \\o\v 
the University could best serve the 



134 



DICTATION COURSE IN 



various business, educational, and 
manufacturing interests of the State. 
How can we help all sections of the 
State? What problems do you have 
that could perhaps be solved by 
cooperation on the part of the Uni- 
versity? 

From its infancy, the University 
has made it a point to serve the peo- 
ple of the Commonwealth, and it is 
today, more than ever, the desire 
of the trustees and those in adminis- 
trative positions to place the Univer- 
sity next door to you and your 
neighbors, and to render such service 
as is within its power. We are not 
looking for remuneration; we are 
looking for an opportunity to help 
you, because our ideal of highest 
usefulness is in service to the State 
and to its individual citizens. If 
you have no problems, perhaps some 
acquaintance of yours has. If you 
believe that the University can assist 
in their solution, let me know, so 
that we can make use of .our facilities 
and get into sympathetic cooperation. 

With' all good wishes from the 
administrative officers, faculty, and 
trustees of the University, I remain 
Faithfully yours, (196) 
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The Wilberforce Limiber Co., 

Concord, N. H. 
Gentlemen: 

You will doubtless remember 
the writer as having been located at 
Concord for a couple of years in 



charge of the plant of the Flint, 
Erving & Stoner Lumber Co. 

The writer and Mr. F. E. Madi- 
son, who has been representing the 
Goodyear Lumber Company in this 
vicinity, have formed a partnership 
for the purpose of doing a wholesale 
and commission business in this terri- 
tory. We desire at this time to form 
a connection with some good manu- 
facturer of spruce, hemlock, and 
hardwood. Being well acquainted 
with your facilities, we believe that 
if an arrangement could be effected 
between* us, a satisfactory volume 
of business could be handled to ad- 
vantage. 

We, of course, solicit only from 
the very best consuming trade. We 
should expect you to invoice direct 
and make your own collections, allow- 
ing us a liberal commission. Our ac- 
quaintance with the trade here we 
believe is such that we shall be able 
to get a good share of it. If the 
matter interests you, we shall be 
glad to have you send us your com- 
plete stock sheets of anything you 
have in surplus to offer, together with 
your best prices delivered on the 
Pittsburgh rate of freight. 

Sincerely yours, (201) 
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Mr. W. K. McCutcheon, 

Atchison, Kans. 
Dear Sir: 

You have watched with interest 
the rapidly rising prices of many stocks 
directly affected by war orders. This 



• The preposition between is used in referring to two persons; among when more than two persons art 
spoken of 
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spectacular rise has caused many 
investors to lose sight of sound securi- 
ties which have fallen off in price 
solely from forced war liquidation. 

We deal in investment securities 
and not in war stocks, but in the 
belief that you will be interested in 
an opportimc purchase, we want to 
call your attention to an unlisted pre- 
ferred issue that nets better than 11%. 

This is not a new issue. The 
earnings, dividends, and surplus rec- 
ords are very satisfactory, and the 
management has thoroughly demon- 
strated exceptional ability. 

These shares can now be pur- 
chased at 53,* due solely to heavy 
foreign liquidation in a stagnant 
market. The time to buy sound 
securities for a profit is when they 
are selling below their intrinsic value. 

We are fully convinced of the 
stability of this company, and shall 
be pleased to send you full in- 
formation on receipt of the enclosed 
card. We advise prompt action. 
Yours respectfully, (175) 
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inflated 
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^Ir. L. M. Schroeder, 

Fond du Lac, Wis. 
Dear Sir: 

We are enclosing a new price 
list of Firestone tires, showing a 
considerable reduction on all types 
and sizes. 

Please note particularly the Fire- 
stone non-skid tire, which averages 
less than 10% above the regular 
smooth tread in cost. This is a 
small premiiun to pay for the safety it 
will iiisure on winter's slippery streets, 

*Sce HGpsd vote to kttcr 1^ 



The ideal equipment for this 
time of year is a pair of Firestone non- 
skids on the rear wheels and a set 
of Firestone Quick-Detachable De- 
mountable Rims to eliminate tire 
delays and tire work on the road. 
Save your partly worn tires for emer- 
gencies, carrying them already in- . 
Hated on the spare rims, ready to be 
quickly substituted, rim and all, for 
a punctured tire without even the 
delay of pumping up. 

It takes but two days to equip 
your car with Firestone Demountable 
Rims. If you are getting a new car, be 
sure to specify them; all leading 
manufacturers furnish these rims 
on specification. Let us give you 
a personal demonstration and full 
information. 

Yours very truly, (178) 
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Mr. F. W. Harlow, 

School of Commerce, 
Boise, Idaho. 
Dear Sir: 

I wish to call your attention to 
the question of an enlistment in the 
United States Naval Service for 
young men, between the ages of 18 
and 25, on graduating from a clerical 
and stenographic course. Enclosed 
arc circulars which will convey in- 
formation of particular interest to 
clerks and typewriters. 

A man enlisted as a derk in the 
Navy is sent to what is known as 
the "Yeoman School" at the Norfolk 
Navy Yard, where he is taught the 
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Navy S)rstcm of accounting and 
bookkeeping, the methods of keeping 
various official records and corre- 
spondence, and the regulations cover- 
ing all forms of clerical work through- 
out the service. After about four 
months he is sent to a cruising vessel 
as Yeoman third-class, a petty officer 
on the road to advancement, and it 
is safe to say that any man of intelli- 
gence will reach the rating of Chief 
Petty Officer inside of four years. 
Out of a class of forty men graduated 
into general cruising service in May, 
1913, thirty are Chief Petty Officers, 
and ten hold permanent appointments 
as Chief Yeoman at $70 a month, an 
equivalent of easily $125 in civil life. 
Hoping that this will interest 
some of your young men and assur- 
ing you of my willingness to furnish 
any further information by corre- 
spondence, I am 

Yours very truly, (228) 
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Messrs. Whipple & Jordan, 

468 Duquesne St., 
Pittsburgh, Pa. 
Gentlemen: 

A few days ago you received 
from us through the mail a sample 
statement showing the very attractive 
work done by the Addressograph 
when used in your bookkeeping 
department for heading in and dating 
your monthly statements. We trust 
that this sample interested you. It 
illustrated only one of the many ways 
in which the Addressograph system 
can be used to advantage in your 
business. 



Over five hundred of Pittsburgh's 
most progressive concerns are now us- 
ing and endorsing the Addressograph. 
No doubt many of them are com- 
petitors of yours selling kindred lines, 
and we are confident that if you will 
give one of our salesmen the time 
to go into this matter thoroughly, 
he can demonstrate to you beyond a 
doubt that an investment in the Ad- 
dressograph system would be one of 
the very best that you could make. 

We are sending you a little book- 
let entitled, "Helping the Salesmen." 
Will you be so good as to give this 
to your sales manager? It tells how 
the Addressograph will be valuable 
to his department, and we believe 
he will be as interested as was your 
bookkeeper. 

Your signature to the enclosed 
card will not obligate you in any 
way, but will merely signify your 
desire to learn something about our 
system and its application to your 
business. 

Yours very truly, (221) 

320 
unquestionable common-sense 
merchandising acquaintances 

mrs James wadsworth dunmore the 
Cranston apartments east liverpool 
ohio dear madam we take great 
pleasure in sending this letter to 
remind you that we have moved to 
larger quarters and are now better 
able to serve your wants in our line 
we know you are a person entitled 
to credit and it is always a pleasure 
to us to extend the facilities of our 
credit department to such as you 
if you have any acquaintances who 
wish to open accounts a word from 
you will be all the recommendation 
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we shall require unless you are an 
expert in selecting furniture rugs and 
carpets you can hardly enter a store 
and rely absolutely on your own 
judgment to see that you are getting 
the fuU value of your purchase 
isnt it true in fact that in the majority 
of cases you must take the word of 
the salesman regarding the goods 
you buy granting this point isnt it 
to your advantage to deal with a store 
of unquestionable reputation a store 
of many years of honorable mer- 
chandising that has won the con- 
fidence of the public it is a plain 
common-sense proposition you can 
come to hutchinsons with the per- 
fect assurance that you will get a 
square deal we have built up the 
largest business in this section of the 
city not on mere newspaper state- 
ments but because we have kept faith 
with the people you will always find 
us eager to please you the terms of 
payment will be made to suit your 
convenience whatever payments are 
satisfactory to you will be satis- 
factory to us with best wishes and 
trusting that we may have the honor 
of waiting upon you soon we are 
respectfully yours ^276) 
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321 
conservative 
aggregate 
corporate 
underlying 

Mr. J. Y. Beaiunont, 

300 Devonshire St., 
Lockport, N. Y. 
Dear Sir: 

No investment is more popular 
among conservative investors today 
than public utility bonds. There arc 
reasons, of course. Here is one: 



The Railway Business Associa- 
tion estimates that public utility 
corporations have increased their 
net aggregate income 13% during 
the year which ended June 30, 
while steam railroads lost $11,689,312 
in net corporate income for the same 
period. 

We can ofifer you an underlying 
public utility bond secured by a 
first and closed mortgage^ the principal 
and interest of which are assumed by 
a corporation with $27,000,000 capi- 
tal. The corporation controls all 
the electric light, power, gas, and 
street railways in one of the princi- 
pal cities in the United States. 
Surplus earnings for last year were 
$750,689.51, or fourteen times the 
amount required to pay the interest 
on the bonds referred to. 

We have another bond of equal 
merit issued by a smaller company 
with earnings assured by contracts 
extending beyond the life of the bond. 

Wouldn't it be wise to secure 
further information regarding such 
desirable investments? 

Yours very truly, (199) 
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Mr. C. E. Nash, 

Moline, 111. 
Dear Sir: 

Your request has been received, 
and in return we are very glad to 
send you under separate cover the 
matter you wanted. A price slip 
is enclosed. On the attached sheet 
you will find the names of dealers 
who sell Pratt & Lambert products 
in your locality. They will be pi eased 
to supply you. 
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Pratt & Lambert varnishes have 
been made for over 62 years, a^d 
during this time a vast fund of var- 
nish-making experience has been ac- 
cumulated. Nothing is left undone 
in our seven large factories to make 
these products perfect. 

When building, have your archi- 
tect specify Pratt & Lambert var- 
nishes and have your painter use 
them on all work he does for you; 
you will thus be assured of perfect 
results. 

It has been our endeavor to give 
your inquiry the best of attention, 
and we have supplied you with the 
literature and information which 
you have requested. However, if 
you are interested in any particular 
product or finishing problem, please 
fed free to make use of our advisory 
department at Buffalo. Here is a 
complete corps of finishing experts 
who will be glad to confer with you, 
take up finishing problems with you, 
and offer suggestions and advice. 
There is no charge for this service. 

It would please us greatly to 
hear of your success in the use of 
Pratt & Lambert varnishes. 

Yours very truly, (233) 
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Mr. J. K. Thorp, 

2102 N. Warren St., 
Mt. Carmel, Pa. 
Dear Sir: 

Your letter of March 18 has 
been received. We are sending you 
in today's mail a copy of our treatise 
catalogue, which gives a complete 



description of our latest model Feno 
Marine engines and accessories. 

The Ferro engine represents 
the highest type of two-cycle engine 
on the market today, and is recog- 
nized as the standard all over 
the world. It has no complicated 
parts to get out of order, not an 
ounce of superfluous weight, and an 
efficiency that has proved itself 
under all conditions of service. We 
fully guarantee every motor leav- 
ing our factory and back our guaran- 
tee to t^e letter with all the strength 
of our organization, representing the 
largest marine engine factory in the 
world. 

It is to our interest that all our 
customers select the size and type 
of engine best suited to their require- 
ments. We are, therefore, enclosing 
our helpful information blank. If 
you are in doubt as to the outfit you 
should use, kindly fill out and return 
the blank, and we shall be pleased 
to assist you in your selection. In 
placing your order with us, immediate 
attention and prompt shipment are 
assured. 

If we can be of any further serv- 
ice to you, please call upon us freely. 
Yours very truly, (212) 
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Mr. K. J. Lewin, 

569 Marion St., 

Hackensack, N. J. 
Dear Sir: 

Compl)dng with your request, 
we send to you under another cover 
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our sailing list and rate sheets ;a]so 
our booklet, "How to See Germany," 
which offers many suggestions of 
assistance in arranging a trip abroad. 
Pages 7 to 9, describing our service 
of one cabin steamers between Balti- 
more and Bremen, and pages 76 to 
79,"General Information for Travel- 
ers," are of special interest and will 
save you time and trouble in booking 
your passage. We shall be pleased 
to offer you good accommodations 
on one of the Baltimore steamers, 
but would suggest the advisability 
of your arranging your passage at 
once as the best rooms are naturally 
engaged first. 

Our tourist department will 
gladly suggest itineraries and can give 
you the cost of trips on the Conti- 
nent. All of Baedeker's Guides and 
other travel books are kept in stock 
and will be ^ent to you on receipt of 
the price. North German Lloyd 
Travelers^ Checks are the most con- 
venient way of carrying funds abroad; 
you will find them indispensable. 

Should there be any polhts on 
which you wish further information, 
please apply to us. We can demon- 
strate to you that we can make your 
trip to Europe a most fascinating 
prologtce to your trip through Europe; 
and both are more economical than 
a vacation spent nearer home. 

We hope to have the pleasure of 
numbering you among our voyagers. 
Very truly yours, (235) 
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The M. W. Clothier Co., 

389 Bums St., 
Denver, Colo. 
Gentlemen: 

We wrote you on? the 3d inst. 
regarding our fire alarm service, 
stating that fire headquarters were 
now assigning our subscribers special 
building numbers which are treated 
in the same manner as city calls, save 
that instead of responding to a street 
box the department details - a full 
quota of fire fighting apparattis directly 
to your premises and not one engine 
as heretofore. 

The full service went into effect 
a few d^ys ago, the assignment 
books, etc., being on record at all 
the engine houses throughout the 
city. This new ruling creates the 
most valuable fire alarm service now 
in existence in Denver. 

This, however, is but one feature 
of our service. Our system com- 
prises also central office supervision 
of watchmen, which means the placing 
of combination boxes at watchmen's 
stations, connecting them by under- 
ground metallic circuits to recording 
instruments located at a central 
station. Here checking clerks are 
constantly on duty to receive and 
record the box signals as they are 
turned in by our watchmen during 
nights, Sundays, and holidays. 

We are very anxious to put before 
you the benefits to be derived from 
the installation of this approved 
service, and again ask if it will be 
convenient for you to allow one of 
our representatives to call and explain 
our system in detail. 

Veiy truly yours, (220) 
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Mr. B. C. Roff, 

908 Alton St., > 

Muskegon, Mich. 
Dear Sir: 

The Publishers* Adjusting Asso- 
ciation acts as a clearing house for 
all publishers having connections 
with it. Among other accounts 
turned in by these publishers, there 
i& one bearing your name. Coming 
from the source it does, tve believe 
it is correct. 

By experience we recognize the 
fact that in a vast majority of cases 
failure to liquidate subscription ac- 
counts is a matter of forgetfulness; 
but figure for yourself what it would 
mean to publishers if all their sub- 
scribers treated them in the same way. 

If there is a genuine mistake 
in the account, we wish to know it, 
so that we may personally see to it 
that the error is rectified. Never 
forget that again and again in a 
person's lifetime, credit is absolutely 
necessary to tide over the pressure 
of circumstances. At such times 
credit represents cash. Therefore, 
as a matter simply of intelligent 
foresight, it behooves every actual 
debtor to make good on all past 
grantings of credit, even when small, 
as soon as possible. 

We, therefore, hope that you will 
not allow the habit of procrastination 
to balk your good intentions, and 
that you will communicate with us 
in regard to settlement or adjustment 
of this account. Money should be 



forwarded to us by postoffice or ex- 
press money order , draft, or certified 
check. 

We shall now wait a reasonable 
time for action on your part. 
Respectfully yours, (233) 
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Mr. K. I. Ireland, 

135 Fresno Street, 
Hagerstown, Md. 
Dear Sir: 

This is the time of year when 
yachtsmen begin to think of their 
summer homes and make prepara- 
tions for having their craft overhauled. 

Each summer cottager of Ocean 
City who owns a boat, or is a member 
of either of our two dubs, is identified 
with Ocean City and interested in 
the prosperity of its various institu- 
tions efficiently to be thinking about 
opening a bank account with us, 
from the standpoint of his conveni- 
ence during the summer season and 
our mutual benefit. 

The members of both of our 
clubs, collectively and individually, 
have been important factors in the 
upbuilding of Ocean City and the 
advancement of its interests. By 
taking advantage of its banking 
facilities, which we deem of the best, 
you would be still further advancing 
the interests of the resort by increas- 
ing its bank clearings. 

We should be pleased to open 
a regular checking account with 
you, and we solicit your patronage 
because we believe that an account 
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with us will be a convenience to 
you this summer. If you have idle 
funds awaiting investment, we would 
call your attention to our savings 
fund department in which we pay 
•3% interest, subject to two weeks' 
notice of withdrawal. 

Trusting that we may have the 
pleasure of doing business with you 
this spring and summer, and thank- 
ing you for any influence that you 
can exert in our behalf among your 
friends, we are 

Yours very truly, (241) 
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The Henry W. Gage Co., 

Wilkinsburg, Pa. 
Gentlemen: 

As a filtering medium, Alundum 
discs have proved very satisfactory 
for removing suspended matter. If, 
however, your client proposes to 
purify water from bacteria without 
previous coagidation by means of an 
Alundum filter disc, we can assure 
you that he would be unsuccessful. 

As a substitute for the cotton 
cartridge that you mention, we believe 
that the Alundum filter discs would 
be far preferable because they can 
be readily removed from any re- 
taining device and easily cleaned by 
reverse washing. This would be 
necessary because Alimdum discs 
are not so cheap as you desire, but 
the permanency of their service with 
this treatment makes them very 
economical. 

Our Mr. Williamson is in Pitts- 



burgh at present, and we shall in- 
struct him to call on you and talk 
the matter over*. If, however, he 
does not succeed in meeting you, 
we shall be very glad to hear from 
you again and either discuss the 
matter further or send you samples 
for trial. 

Yours very truly, (164) 
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Mr. C. N. Miller, 

589 N. Amber St., 
Logansport, Ind. 
Dear Sir: 

If you are at all interested in 
paints and painting, we suggest a 
reading of the enclosed booklet 
entitled "Paint Queries." In it are 
explained in a clear and concise way 
some matters about paints that are 
not generally understood. 

We are also enclosing a miniature 
facsimile of our five-year guarantee, 
which is really an insurance on the 
paint used on the building. The 
fact that we guarantee Sun-Proof 
Paint to wear well for five years proves 
our faith in it, and is an assurance 
of its quality to the property owner. 

Sun-Proof Paint costs little or 
no more than ordinary paints. When 
its great covering capacity is fully 
considered, it is found to be the most 
economical paint that can be bought. 
One gallon of Sun-Proof Paint will 
cover 330 square feet, two coats, on an 
average surface. 

It is well to remember that the 
chief expense in connection with 
painting is the labor. It costs as 
much to apply a poor paint as a good 
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paint, while the latter will wear twice 
or three times as long as the former. 
The enclosed advertising matter 
carries the name of our distributors 
in your community. We sincerely 
hope you will at least give Sun-Proof 
Paint a trial. 

Yours very truly, (219) 
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mr i u middleton sharon pa dear sir 
the cost of a trip to calgary alberta 
Canada for the purpose of inspecting 
the lands of the Canadian pacific 
railway co is as follows tourist ticket 
from toronto or montreal Canada to 
calgary alberta Canada $22 .65 tourist 
sleeper from toronto or montreal to 
calgary $6 incidental expenses meals 
etc to be added tickets from place 
of residence in Pennsylvania to toron- 
to or montreal also to be added a 
first-class ticket from Philadelphia to 
toronto is $11.80 from Philadelphia 
to montreal $12.65 the cost of a 
first-class ticket from Philadelphia 
to calgary via toronto is $56.40 pull- 
man sleeper from toronto to calgary 
is $14.50 total one way $70.90 a first- 
class round trip ticket from Philadel- 
phia to calgary costs $108.60 pull- 
man sleeper charges for the round trip 
$29 total $137.60 stop-over checks 
will be granted on application to 
conductor to holders of unlimited 
first-class one-way tickets and on 
second-class tickets at any point west 
of and including Winnipeg tourist 
sleeping cars are similar to pullman 
sleepers but less expensively fur- 
nished and on account of the lower 
rate are used by many in preference 



to the more expensive accommoda- 
tions reservations for berths in pull- 
man sleepers or tourist sleepers should 
be made in advance in order to insure 
sleeping acconunodations whUe travel- 
ing a person is not permitted to« 
occupy a berth in a pullman while 
traveling upon a tourist ticket the 
tariff for freight on settlers effects 
and household goods from Phila- 
delphia to calgary is $1.14 per 100 
lbs in less than carload lots and 57^ 
per 100 lbs for carload lots very 
truly yours (320) 
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Mr. K. L. Hawkins, ^ 

Civil Service Commission, 
Washington, D. C. 
Dear Sir: 

Your letter of the 14th in refer- 
ence to Herman W. Hausman of 
Jersey City, who has made applica- 
tion for a position as senior mechani- 
cal engineer with the Interstate Com- 
merce Commission, has been received 
and referred to me. 

I have known Mr. Hausman 
personally for the past ten years. 
He was employed in the shops of this 
company in various capacities; viz., 
machinist helper, locomotive inspec- 
tor, draftsman, machinist, appren- 
tice instructor, and roimdhouse fore- 
man. He was educated at the 
University of Wisconsin, and is one 
of the few young men I know who 
made the very best of each opportun- 
ity given him, and who could put 
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into practical use the theoretical 
knowledge obtained from study and 
reading. 

He has excellent judgment as to 
men and devices, is of an inventive 
turn of mind, and has always been 
very resourceful in designing and 
repairing parts of locomotives. He 
has an admirable conception of time, 
and of the value of both labor and 
material. Altogether, he is a man 
of brilliant attainments, and was 
particularly successful in his work 
as Apprentice School instructor in 
our advanced system of training and 
educating young men on the Atchi- 
son, Topeka & Santa Fe Railway 
System. 

He entered our service in Sep- 
tember, 1907, and left us in Septem- 
ber, 1913, to engage in some valua- 
tion and economic work. 

Yours very truly, (226) 
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Mr. L. K. Green, 

District Traffic Chief, 

New England Telephone Co. , 
Medford, Mass. 
Dear Sir: 

In view of the considerable 
number of recommendations which 
this office has received for abandoning 
the relay on traffic from offices located 
in the territories of the various asso- 
ciated companies, it is deemed ad- 
visable to define as accurately as 
possible the qualifications which it h 
thought such offices should possess 



if they are to be permitted to handle 
calls over pur lines. 

It is, of course, understood that 
the standard of operating at such 
offices must always be such as to 
guarantee the satisfactory handling of 
long distance traffic in accordance with 
our standard methods and authorized 
instructions, particularly as regards 
the proper use of the circuits and the 
protection of the company's revenue. 
The matter of deciding whether or 
not a given operating station pos- 
sesses this requisite will be left to 
your judgment. It is thought, how- 
ever, that it will not always be advis- 
able, even where the standard of 
operating is considered satisfactory, 
to permit operating stations to handle 
traffic over our lines without a relay 
at a proper center, since it is our feel- 
ing that offices where the operators 
are required to handle both toll and 
"A" service should not be permitted 
to go over our lines. I would 
specify, therefore, that unless a 
station giving both toll and "A" 
service in the same exchange has 
one or more toll positions used 
exclusively for toll traffic during the 
busy hours, our calls from such a 
station should be relayed at the 
proper station or stations, preferably 
before reaching our lines or at the 
first available station on our lines. 

It will not always be possible, 
however, to adhere to this rule 
strictly, as in specific cases the con- 
ditions attending the handling of 
mixed service may be such that the 
giving of long distance service will 
not be compromised thereby. For 
example, if toll traffic makes up the 
greater part of a mixed load, or if 
this load is comparatively light, 
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it may well be that the operating 
center in question need not be starred 
at some other point. 

Please observe the above con- 
ditions in making your future recom- 
mendations governing changes in rout- 
ing of the character in question. It 
is, of course, desired that the burden 
to the circuits and the operating 
force involved in doing unnecessary 
relaying should be eliminated as 
soon as possible, but it is necessary 
to exercise great care in determining 
that the offices permitted to operate 
direct over our lines possess proper 
qualifications. In cases where you 
make recommendations concerning 
operating stations which have not 
at least one position assigned exclu- 
sively to toll traffic during the busy 
hours, please state in each case what 
the particular conditions are which 
lead you to recommend discontinuing 
the relaying of traffic from such 
stations.* 

Yours truly, (463) 
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Mrs. Elizabeth Hearst, 

Steelton, Pa. 
Dear Mrs. Hearst: 

Some time ago we quoted Mr. 
Porter of Harrisburg, Pa., on the list 
of fixtures to be used in your new 
residence. We now understand , how- 
ever, that Mr. Purcell of Steelton 
has received the contract for supply- 
ing your plumbing fixtures. 

The proper selection of plumbing 



fixtures is one of the most important 
problems in connection with building 
a residence. There are a great many 
types of fixtures on the market, which, 
while looking very much alike to an 
inexperienced person, yet differ widely 
in construction, durability, and sani- 
tary qualities. The two important 
points which should always be con- 
sidered in selecting plumbing fixtures 
are: first, their superiority from a 
sanitary standpoint; and second, the 
question of their durability. 

This company has been manu- 
facturing "Hajoca" plumbing fix- 
tures for over fifty years, and pro- 
duces a line of material which, from 
a sanitary standpoint, excels all 
others in a number of important 
features. For instance, our #10 
"Hajoca" sanitary waste is the only 
waste which has been officially ap- 
proved by the Pennsylvania Board 
of Health. The exhibit in which 
this waste was shown at the recent 
Health Exhibit at the San Francisco 
Exposition was awarded the first 
prize. 

We believe that you would find 
it interesting as well as profitable, 
if you could arrange to spend a 
short time at our showrooms at 
1178 Copeland St., Harrisburg, and 
give some thought and attention 
to the selection of suitable fixtures 
for installation in the house which 
you are building. After your visit, 
we shall be very glad to submit new 
quotations to the plumber who will 
do this work. 

We sincerely trust that we may 
have the pleasure of serving you. 
Yours very truly, (285) 



* In connection with this letter, read article 53, "Telephone Service," page 182. 
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Mr. R. .W. Campbell, 

478 Muncie Bldg., 
Montclair, N. J. 
Dear Sir: 

Your letter of the 3d instant, 
enclosing applications for annuities 
on the lives of John H. Bryce and 
Henry C. Bryce, has been referred 
to this department. 

We note that the first payment 
on the annuity in each case is to 
be made on June 16, 1917, at the 
end of twelve months. We presume 
that it is the intention to have the 
annuities dated Jime 15, 1916, there- 
by securing the advantage of a higher 
age of issue in the case of the policy 
on the life of Henry C. Bryce. Un- 
less we hear from you to the con- 
trary, the policies will be issued under 
date of June 16, 1916, and will be 
forwarded to you in time for delivery 
on that date. 

As both aimuities are to be 
made payable to Mrs. John H. Bryce, 
it has occurred to us that what the 
applicants have in mind may be a 
last survivor annuity on the two 
lives. An annuity of this kind, as 
you know, is payable during the joint 
lifetime of the two annuitants and 
during the lifetime of the survivor, 
there being no reduction in the 
amount of annuity after the first 
death. We are sending to you an 
application made out for a last sur- 
vivor annuity, and in case you should 
find that this is the form of con- 
tract which the applicants desire, 
the «iclosed application should be 
signed by them and the signatures 
witnessed in the regular way; but the 



form for an affidavit at the foot of the 
application need not be completed, 
since the affidavits attached to the 
applications already submitted will 
be kept on file. 

We shall hold the application 

in this department until we receive 

further information from you as to 

the form of contract actually desired. 

Yours very truly, (304) 
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Mr. Wm. C. Hazlitt, 

Gloversville, N. Y. 
Dear Sir: 

To be perfectly frank with 
you, we would not -recommend that 
you begin using blemished tires. 

Second-quality tires are of two 
classes: factory seconds, i.e.,* tires 
which have been rejected by the 
inspectors on account of some defect 
in material or in the process of man- 
ufacture, and have been repaired 
as seconds; and tires which have 
run their mileage and have been 
returned to the factory and rebuilt 
as seconds. 

All second-quality tires are sold 
strictly without a guarantee. They 
may run one mile, or they may 
run their full mileage. In either 
case, you are taking a great chance 
on securing a fair return for your 
money. 

You will find that while the 
initial cost of a second quality tire 
is a little bit lower than the cost 
of a fully guaranteed casing^ in the 
long run the cost per mile of a second- 
quality tire is much higher than that 



* Look up this abbreviation in Appendix C, page 252. 
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of a fully guaranteed casing. If the 
tire goes bad, you have no claim 
on the manufacturer or seller. All 
you can do is buy another tire. 
On the other hand, if you purchase 
a fully guaranteed casing at a fair 
price, you receive not only the serv- 
ice which the local dealer offers 
you, but you also have the guarantee 
back of the tire. If it proves de- 
fective, the tire manufacturer is only 
too glad to make it right. 

A few days ago we disposed of 
our entire stock of second-quality 
tires. We also have orders booked 
which will take all the seconds we 
are likdy to receive for some time 
to come. For that reason it is im- 
possible for us to furnish you with 
any second-quality tires. Your local 
dealer has a good stock of Goodyear 
first-quality tires on hand. Why 
not consult him about the tires 
you need? He can furnish them 
at once, and you will have the regu- 
lar service in connection with your 
tires. 

Yours very truly, (331) 
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Mr. C. A. Lathrop, 

5102 Boone St., 
Wobum, Mass. 
Dear Sir: 

There are many reverse gears 
advertised and many of them are 
good, but there is only one best gear 
to buy if you desire the greatest 
reliability. 



You want a reverse gear for 
a definite purpose, viz.,* to give you 
better control of your boat; therefore, 
your greatest satisfaction lies in 
getting the gear which is "quickest 
and surest in its response to your 
calls. 

A "Baldridge'* will give you 
prompt, positive control of your 
boat under all circumstances. When 
contending with the tide, the current, 
or the eddy, when working in or out 
of the boat house, the dock, or the 
anchorage, when hard pressed to 
avoid collision or other accidents, 
whenever you need a reverse gear at 
all, you need one that works with 
absolute precision. When racing or 
beating against a heavy sea, you 
need a clutch with plenty of spare 
capacity to meet every sudden strain 
that may be put upon it. 

In actual service the "Baldridge" 
has shown itself to be the most 
dependable gear made. Isn't that 
what you want — dependability? 

We urge you to decide at once. 
Spring is not so far off. We have a 
great many orders to fill, and the 
first to come will be the first served. 
Those who delay too long may be 
disappointed. We want you to have 
your "Baldridge" to start the season 
with and get the full measure of 
pleasure and protection. 

Why not decide today?t 

Yours very truly, (246) 
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• Look up in Appendix C, page 253. 
t See note to letter 121. 
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Mr. N. W. Dale, 

Bellevue Apartments, 
Willimantic, Conn. 

Dear Sir: 

We are enclosing a souvenir 
calendar of the Hotel Monticello 
of this city, which we have been 
requested to send you with the com- 
pliments of the management of the 
hotel. We take pleasure in recom- 
mending the Monticello as one of 
Atlantic City's best and most popular 
hotels. 

The time is now at hand when 
the paramount question in the minds 
of all who want comfort, rest, and 
recreation, is: "Where can the sum- 
mer months be spent in order that 
the greatest degree of benefit for 
one's health, happiness, and com- 
fort may be derived under the most 
favorable conditions?" Come to At- 
lantic City, and dll these will be 
yours. It is beyond all question 
the greatest health resort in the 
world. What place can equal it 
for the great diversity of pleasure 
and recreations to be found here? 
You will go away rejuvenated physi- 
cally, happy in spirit, and with a 
determination to return at the first 
opportunity. 

We shall consider it a favor if 
you will kindly acknowledge re- 
ceipt of the enclosed calendar 
directly to the management of the 
Monticello, and in so doing fill out 
the attached information blank. We 
have been assured by the manage- 
ment that your inquiries will re- 
ceive prompt attention. 

Shoxild you wish information 
about any other hotel in Atlantic 
City, please fill out the coupon 



attached to the enclosed pamphlet 
and return it to us. 

Yours very truly, (234) 
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Mr. J. M. Moore, 

238 Princeton Ave., 
Sedalia, Mo. 
Dear Sir: 

In connection with our corre- 
spondence in which we have ex- 
plained our method and terms for 
handling savings accounts by mail, 
we think you will be interested in 
reading the enclosed booklet. It 
tells how, by handling only what are 
termed by banks *Hnactive^^ accounts, 
our institution is able to give you 
a better rate of profit than we could 
do if we were transacting a general 
banking business. 

While most banks pay 4% and 
then only credit the depositor from 
and up to certain fixed ** dividend 
days," our company throughout its 
nineteen years* experience has never 
paid less than 5%, and we credit 
earnings for the full number of days 
on eadi deposit. 

Ygur business can be transacted 
by mail very conveniently, as we 
are satisfactorily meeting the re- 
quirements of our patrons in all 
parts of the country. When you 
also consider that the money you 
invest is not "tied up" but may be 
withdrawn upon thirty days' notice, 
if not over $5000, we are confident 
that you will find it to your advantage 
to place at least a portion of your 
business with us. In your dealings 
you will be protected by one of the 
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largest and strongest of savings insti- 
tutions, our company's assets now 
amounting to over $2,500,000. Our 
nineteen years' record is always open 
to public inspection in the files of 
the Superintendent of Banks. 

We enclose a remittance blank 
and hope to hear from you by early 
mail. 

Yours respectfully, (257) 



339 



proposition 
display 
bulletins 
thoroughfare 



average 
trade-marks 
standard 
products 



Marshall Brothers, 

1425 Broadway, 
New York City. 
Gentlemen : 

Owing to an unusual occurrence, 
we have at the present time a proposi- 
tion in display advertising that we 
feel sure will be interesting to you. 
We are able to offer a display on 
our advertising bulletins, which cover 
every important line of travel and 
thoroughfare in and around the city 
of Philadelphia, including the eight 
lines of railroads that enter our 
three terminals, as well as every 
street car line in the city. Never 
before have we been able to offer 
such a complete list of excellent 
locations. 

Our proposition is to allow yon 
to select your own locations, to cover 
any or all parts of the city. The 
average size of our boards is 10' x 25', 
and the average price 25 jf per bulle- 
tin per day. We can furnish you 
an excellent display in and around 
the city for $2 a day and upwards. 

We shall design sketches to meet 
with your approval and reproduce 
trade-marks; np work is too great cr 

* See the arrangement of the address of letter 332. 



too difficult for us to undertake in 
order to please a customer. We 
paint all signs twice a year and in- 
spect them regularly. 

We shall be pleased to have our 
representative call, submit list of 
locations, and explain matters in 
detail. 

Our proposition must bring you 
success if your goods have any merit, 
and we would not write you if we 
did not know of the high standard 
of your products. We claun and 
can prove that we can get the public 
to make the first purchase; it is then 
up to your merchandise and service 
to retain the trade. 

Very truly yours, (274) 
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mr g w cope district traffic chief 
keystone telephone co harrisburg 
pa* dear sir the following paragraph 
is an extract from a letter of com- 
plaint recently received we have had 
occasion several times during the 
past few days to telephone our Wil- 
mington office and it seems to us 
owing to the service rendered that 
it is outrageous for your company 
to permit us to make an attempt 
to talk with Wilmington it appears 
that when we put in a call for 
Wilmington and the connection is 
one by which we cannot make our- 
selves heard we should be noti- 
fied to that effect and we should then 
immediately start some rush tele- 
grams investigation showed that a 
temporarily unsatisfactory line con- 
dition i e a large amount of emergency 
cable had caused the transmission 
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between the subscribers stations 
which was normally commercial to be- 
come non-commercial there is every 
reason to believe that the complaint 
would not have been made had rule 
no 60 instructions to operators been 
followed and the conditions properly 
explained to the subscriber the ob- 
ject of this letter is to call your 
attention to the necessity of strictly 
enforcing rule no 60 the whole sub- 
ject should be gone into carefully 
at meetings of our operating em- 
ployes to the end that adverse 
criticism such as contained in the 
subscribers complaint referred to 
may be avoided please arrange 
also that this office be promptly 
notified by a brief telegram of each 
instance in which the normal grade 
of transmission between important 
centers cannot be maintained because 
of abnormal conditions giving the 
period during which those conditions 
will probably exist a second report 
shall be made as soon as the conditions 
have been so changed as to permit 
our furnishing the normal grade of 
transmission yours truly (285) 
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Messrs. Henry Cook & Co., 

368 Bessemer Bldg., 
Chicago, 111. 
Gentlemen : 

We have about completed our 
list of the professional and business 
men of the city who are friendly 
to organized labor. When this list 
is completed, we shall form it into 
^ "Classified Business Directory" so 
that each business card will be under 



its proper heading. This "Classified 
Business Directory" will be published 
in "The Trades Union News" for 
the term of fifty-two weeks. 

This journal is the official organ 
of the Central Labor Union of Chi- 
cago, which Union represents nearly 
all of the labor unions of the city. 
This is not a money-making proposi- 
tion on the part of the paper, but 
the list is being corrected and pub- 
lished solely for the purpose of show- 
ing each union man the names of 
the respective firms who are friendly 
to organized labor. Your card will 
be published under its proper head- 
ing throughout the entire year in 
"The Trades Union News" without 
any regular charge; but we are 
asking the different business men 
whose cards we publish, and who can 
afford it, to make a subscription 
toward the expense we incur in 
publishing these cards. No sub- 
scription will be accepted for more 
than the actual expense of publishing 
the subscriber's carc^; therefore, no 
subscription will be received for 
more than $10. 

If you are friendly to organized 
labor, the bearer, who is our repre- 
sentative, is authorized to take your 
card for publication, and to give you 
a receipt for any subscription you 
may desire to make. 

In giving your subscription, 
kindly make your check payable 
to "The Trades Union News Pub- 
lishing Company." 

Very truly yours, (266) 
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Mr. L. S. Lisbon, 

176 N. Edgewood St., 
Spartanburg, S. C. 

My dear Sir: 

In accordance with your letter 
of July 16, we are sending to you 
under another cover a copy of our 
July circular, with the hope that you 
may find something therein which 
will be attractive to you as an invest- 
ment. We desire especially to call 
your attention to the several issues 
of preferred shares, particulars of 
which are given in the circular. We 
have had long experience in dealing 
in these securities, and inasmuch as 
we have a very thorough investi- 
gation department and take only 
those securities which are issued by 
corporations of long and successful 
experience, we do not hesitate to 
recommend them as perfectly safe 
and reliable investments. 

We would call your particular 
attention to the 7% cumulative pre- 
ferred shares of the Lawrence Dye 
Works Compatiy, described on page 
nine of the circular. These shares 
are now selling at $105 each and at 
that price net the investor 6.67%. 
The Lawrence Dye Works Company 
has been established since 1884 and 
has had a remarkably successful 
career, its business having steadily 
increased up to the present time. 
In addition to the earnings of the 
company itself, the shares are guar- 
anteed both as to principal and 
dividends by the United States 
Worsted Company. This issue of 
$1,500,000 is protected, therefore, by 
a surplus of very nearly $5,000,000 
and earnings of several times the 
amount of the preferred share divi- 
dends. Our Mr. Tucker is a director 



of the company, having been put 
on the Board to look after the inter- 
ests of the preferred shareholders. 

We are confident that if you 
purchasie any of these shares you 
will be well pleased with your invest- 
ment. 

Yours truly, (297) 
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Mr. James W. George, 

9th St. and Nicollet Ave., 
Alliance, Ohio. 
Dear Sir: 

There is a balance of $10.50 
on your accoimt for books purchased 
from the F. A. Anderson Company. 
We have had no payment since 
March. 

It gives us no pleasure to write 
dunning letters; in fact, writing them 
is probably just as disagreeable to us 
as receiving them is to you, and per- 
haps more so. 

In June you wrote to us stating 
that you would pay part of this 
balance in July and the remainder 
in November. You did not pay 
anything in July, and it is now 
only a few days before the end of 
November. 

We have about twenty-five 
thousand installment accounts of a 
similar character, and the amount 
of our investment in these accounts 
is nearly half a million dollars. 
While we are always willing to 
allow a reasonable extension and 
try to be as considerate as possible, 
it is a serious financial loss to us 
when these accounts become de- 
linquent. We are obliged to pay 



BUSINESS LITERATURE 



151 



our bills and meet our obligations, 
and we must collect the money due 
us. 

We wrote you in September that 
if you would send us $3 in September, 
$3 in October, and the remainder 
in November, the arrangement would 
be satisfactory to us. If you will 
send us $6 now and the remainder 
some time in December, we shall 
be satisfied; but we must have a 
payment of not less than $6 on 
this account between now and the 
first of December, or we shall be 
compelled to send the claim to our 
attorney for suit. We simply can- 
not afford to let it stand in its pres- 
ent condition any longer. 

We hope you will remit promptly 
upon receipt of this letter and not 
make it necessary for us to hand this 
claim over to our attorney for collec- 
tion. 

Yours very truly, (311) 
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Mr. L. T. Albert, 

378 Lafayette St., 
Freeport, 111. 
Dear Sir: 

In response to your' request 
for information, we wish to say that 
the American Bankers* Association 
Travelers' Checks afiford convenience 
and protection to tourists in all parts 
of the world. They supply the trav- 
eler's urgent need for currency accept- 
able in every country and place. 

The United States Government 
will accept A. B. A. checks as pay- 



ment for customs duties. They are 
the only travelers' checks which 
can be so recognized under the law- 
This arrangement eliminates the ne- 
cessity of procuring United States 
money abroad, or leaving baggage 
in bond while money is secured 
after landing. 

The Wm. J. Bums National 
Detective Agency, Inc., employed 
by the American Bankers Associa- 
tion to protect its 12,000 members, 
also protects the A. B. A. checks 
against forgers and other dishonest 
persons. In case of loss of your 
A. B. A. checks, you should immedi- 
ately notify one of the agency's 
branches, a list of which is supplied 
with the checks. This special pro- 
tection, combined with the safety 
devices in the paper and engraving, 
makes these checks the safest way 
to carry travel funds. 

The checks are issued in amounts 
of $10, $20, $50, and $100, with 
corresponding fixed values in the 
moneys of the principal foreign 
countries, so that you can tell at 
a glance how much money you should 
receive in foreign currency. By 
countersigning these checks in the 
presence of the person called upon 
to accept them, you at once identify 
yourself to him and avoid asking 
the favor of his accepting unknown 
paper. 

A descriptive booklet is enclosed, 
showing a facsimile specimen of 
the $20 check. The actual checks 
are engraved and, printed on scien- 
tifically prepared paper, and are 
handsome in appearance. We en- 
close a card indicating the bankers 
in your vicinity who will sell you 



* See note to letter 102. 
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A. B. A. checks in amounts to suit 
your requirements. Further infor- 
mation will be cheerfully given. 
Very truly yours, (322) 



345 



inability 

remed)dng 

involves 

nationally 

classifications 



international 

silverware 

detract 

factor 

emphasize 



Messrs. Felton & Gol^enson, 

Alexandria, Va. 
Gentlemen: 

Several years ago I had consider- 
able correspondence with Western* 
advertisers regarding the inability 
of the average consumer to pur- 
chase many advertised articles be- 
cause of not knowing what dealer 
in his town was handling them. The 
plan that I had in mind for remedy- 
ing this condition has been worked 
out and will come to your attention 
immediately. Some people have 
called it the "missing link" in ad- 
vertising. 

This plan involves the use of 
the classified section of telephone 
directories, the idea being to have 
nationally advertised goods indexed 
under appropriate classifications so 
that consumers can instantly find 
the names of standard articles with 
the name of the local dealer who 
carries them. 

For example, supposing I had 
been attracted by the advertisement 
of the International Silver Company 
and wanted to see the Old Colony 
pattern which they are advertising; 
I could consult the classification 
"Silverware" in the back of the 
telephone directory and would find 

* Why is this word capitalized? 



the International Silver Company's 
name under 'I," followed by the 
name of John Wanamaker & Co., or 
whatever dealer was handling these 
goods. Or, suppose I wanted to 
find out who the local dealer in 
Stein-Bloch clothing was; by refer- 
ring to the classification "Clothing" 
and looking under "S," I would 
first find the advertiser's name and 
then immediately following it, the 
name of the dealer handling this line. 

This plan does not detract in 
any way from regular advertising, 
because it is nothing more or less 
than a directory and is valuable 
only as a factor in linking together 
the manufacturer, the dealer, and 
the consumer. 

My reason for calling this matter 
to your attention is to emphasize 
what I have been talking about re- 
cently; viz., that it is the aim of 
COLLIER'S Advertising Department 
to serve advertisers in every way 
that will make advertising more 
efficient. 

Sincerely yours, (305) 
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Mr. L. C. Champion, 

Asheville, N. C. 
Dear Sir: 

Few people know how inex- 
pensively one may travel in Europe 
for a short vacation trip. If the 
ocean voyage is taken in one of our 
Philadelphia steamers, it keeps the 
total cost down to about the same 
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level as if the same time were spent 
at any of our popular summer re- 
sorts, while the satisfaction derived 
from a European trip is incomparably 
greater. 

We have arranged a number of 
tours of from fifteen to twenty-eight 
days, taking in the principal points 
of interest in Great Britain, Ireland, 
and the Continent, which range in 
cost from $19.50 to $89 for railroad 
transportation only, and from $48 
to $130 for railroad transportation 
and hotel accommodations. These 
we shall gladly send you, together 
with ocean rates and sailings, if 
you wish them. 

The Red Star steamers "Mani- 
tou," "Marquette," and "Menom- 
inee" carry only one class of cabin 
passengers; there is no third-class 
or steerage, thus giving the one 
dass all the privileges and freedom 
of the steamer. These steamers sail 
from Philadelphia to Antwerp, and 
return from Antwerp direct to Bos- 
ton. 

The American Line steamers 
"Merion," "Haverford," and "Do- 
minion" run between Philadelphia 
and Liverpool, calling at Queens- 
town each way. These steamers 
also carry only the one class of cabin 
passengers, who have the best of 
everything on board. 

All the steamers of the above 
services are large and comfortable, 
with airy cabins and public rooms, 
and are equipped with wireless 
telegraph, submarine signalling ap- 
paratus, and all the modem safety 
appliances. The rates on these 
steamers range from $47.50 and $50 
upward on the American Line, and 
155 and upward on the Red Star 



Line, according to location, number 
in room, and the season of the year. 
If you prefer, you can go out on 
one service and return on the other. 
If you are interested and de- 
sire rates, sailings, itineraries ^ etc., 
kindly write or call on us, and we 
shall be gla,d to furnish you with full 
information. 

Yours very truly, (350) 
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Mr. Jacob H. Evans, 

467 BellevUle St., 
Columbus, Ga. 
Dear Sir: 

The Tropical Building & Invest- 
ment Company has just completed 
the building of a residence in one 
of the best residential sections of 
Key West. 

This house is built of concrete 
blocks with metal roof. It contains 
seven rooms and bath; has piazzas 
around three sides, including the 
front and rear; is 100 feet from the 
street cars and is very conveniently 
located (the factories are nearby 
but not close enough for the property 
to be adversely affected by their 
proximity); has a good large cistern; 
there is a stone wall in front, and 
the house is well finished in every 
respect. The building cost $4,300. 

The house is on a lot 50' 3" x 
93' 6" deep. Lots in this immediate 
locality have sold and are selling at 
from $800 to $1200 each. The value 
of this property exceeds $5,000. 

We should like to borrow $3,000 
on it for five years at 7% interest. 
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Interest will be payable quarterly 
or semi-annually, as the lender pre- 
fers. 

The title is perfect in every 
respect, and $3,000 insurance against 
fire is carried, which will be assigned 
in favor of the lender. 

If you are interested in this 
investment, kindly let us hear from 
you promptly. 

Yours very truly, (234) 
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Mr. K. Y. Upton, 

Durham Bldg., 
Akron, Ohio. 
Dear Sir: 

I am a candidate for nomina- 
tion for Judge of the Court of Com- 
mon Fleas. I have held the ofl&ce 
for a number of years; I know some- 
thing of its responsibilities, and have 
endeavored to discharge its duties 
honestly, diligently, and impartially. 
You are interested in this matter, 
for the court is the people's court, 
and as such is more important to 
them than to any candidate. The 
ofiice is not political in a partisan 
sense; still the convention to be 
held June 10 will be a Republican 
convention, and to that party I have 
been faithful always. 

Doubtless you have received a 
number of letters upon this subject * 
from Mr. Wanamaker and Mr. Doyle, 
who are candidates, and from Mr. 
N. O. Alton who is now managing 



and directing Mr. Doyle's campaign, 
setting forth the claims of these 
gentlemen. 

The time has come, in my judg- 
ment, when the people should choose 
their public servants and not merely 
register a choice of the so-called 
leaders. In the words of Mayor 
Weaver, of Philadelphia, in his con- 
test against ring rule, "politicians 
should obey their constituents and 
not command them." I respect- 
fully urge upon you to be independent 
in this matter and thus vindicate your 
rights as an individual citizen; and 
am constrained to ask this at your 
hands for the reason that for the 
first time in the history of nominations 
for this office an effort has been made 
to use the organization of the party, 
its committees and committeemen, 
in the contest in aid of Mr. Dick's 
law partner, Mr. Doyle, as against 
the other candidates. 

I have always supported these 
committees and believe that I am 
entitled to their assistance as much 
as anyone else, but I know that these 
instrumentalities and organizations 
ar^ being used in this contest in 
favor of one of the candidates, and 
I submit to all candid and fair- 
minded Republicans that such a 
use of the machinery of the party 
is not a "square deal." I appeal 
to the people. 

Again, I urge upon you to see 
to it that the choice to be made at 
Medina on June 10 shall be your 
choice, and without dictation from 
any source. I shall feel very grateful 
for your support if you feel that the 
people's interests will be served 
thereby. 
Caucuses will be held on June 8, 
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from 3 to 7.30 P.M., in the various 
precincts in Akron, Cuyahoga Falls, 
and Barberton; also in the various 
townships from 7 to 9 P.M. 

Very truly yours, (425) 
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Mr. J. K. Elkhart, 

General Supt. of Traffic, 

Aiherican Tel. & Tel. Co., 
New York City. 
Dear Sir: 

Our observation of the traffic 
handled between Baltimore, Phila- 
delphia, and New York leads us 
to believe that the present margin of 
circuits between Baltimore and New 
York is slight and will be entirely 
consumed with the increase in the 
coming fall business. Between Bal- 
timore and Philadelphia some delay 
is already experienced in handling 
the business, and additional circuit 
facilities will be required to handle 
properly the expected increase in 
business within the next few months. 

Between Baltimore and Phila- 
delphia the terminal and through 
calls handled average 385 a day or 
65 in the busy hour. The number 
of calls on which the delay beyond 
the time limit (due to "iVC" * un- 
der normal circuit conditions) was 
charged to the Baltimore-Philadel- 
phia circuit group amounted to 149 
in July and 99 in August. It is 
expected that the business in Novem- 



ber will increase fully 20% over that 
handled during August. 

As mentioned in my letter of 
September 22, subject, "Elkton, Md., 
Additional Facilities," we can get 
one more Philadelphia-Baltimore cir- 
cuit, which may be retained until May 
1, 1917. Furthermore, the assign- 
ing of direct circuits from Newtown 
Square to Lynchburg, Richmond, 
etc., (which we understand will be 
made shortly) will provide additional 
margin and should enable us to 
take care of this winter's business 
without any great delays. 

Between Baltimore and New 
York the terminal and through 
calls average 280 a day, or 50 in 
the busy hour. The number of 
calls delayed beyond the time limit 
(because of "NC". imder normal 
conditions), which may be charged 
to the Baltimore-New York group, 
amounted to 97 in July and 68 in 
August. An increase in business 
of 15% to 20% over the figures for 
August is expected in November. 
The present number of circuits 
should safely carry this increased 
load if it were evenly distributed 
throughout the day, but between 
10 A.M. and 12.30 P.M. the cir- 
cuits are constantly taxed to their 
limit. The New York group carries 
a difficult class of through business 
which demands greater attention 
on the part of the operator than any 
other business handled by Baltimore; 
this makes the holding time per cir- 
cuit for each operator appreciably 
higher. 

We are not, however, prepared 
at the present time to recommend 
that any additional facilities be 



* Non-commerdal. Look up in Appendix B, page 244. 
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provided until the matter can be 
gone into further, as it seems that 
we should be able to handle the 
business with the present group of 
circuits. We believe that the oper- 
ating conditions are fairly good. 

A statement showing the amount 
of switched business at Baltimore is 
attached. 

Yours truly, (454) 
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mr c w lieber 408 williams st bangor 
me dear sir we are enclosing a 
description of our small payment 
plan by this new method any 
bond listed on the new york Chicago 
boston and Philadelphia stock ex- 
changes and many of the higher 
grade bonds which are still unlisted 
are now within the reach of the small 
investor you can now buy a bond 
and pay for it in small payments ex- 
tending over a year or more buying 
stocks by partial payments has been 
very successful bonds are considered 
more desirable than stocks from an 
investment standpoint stocks are 
shares in a companys welfare and 
prosperity while a bond is a mort- 
gage on real and actual property 
the interest you receive from a 
bond is determined before the bond 
is issued and it continues until the 
bond matures it does not fluctuate 



with the price of the bond the dividend 
on a companys stock is determined 
by a vote of the board of directors 
annually semi-annually or quarterly 
and varies from time to time with 
the earnings and general prosperity 
of the company bonds are the first 
obligation of a company stock is 
the last we make a flat charge of 
6% of the purchase price per annum 
which charge covers all brokerage 
fees carrying charges interest taxes 
etc you pay 20% of the price of the 
bond down and the remainder in 
monthly payments as soon as 20% 
is paid the bond is yours and you 
have authority to sell it when- 
ever you please in which case the 
money paid will be refunded less a 
minimum charge of 2% of the pur- 
chase price the coupons are yours 
and we shall send you a check for 
them when paid or credit your ac- 
count in case you have made several 
payments and find it impossible 
to continue you do not lose all you 
have paid we shall sell your bond 
at the highest price we can obtain 
for it and make an accounting to 
you you can purchase bonds in 
$100 and $500 denominations as 
well as for $1000 we shall be very 
glad to submit a list of bonds which 
we can recommend in any class in 
which you may be particularly in- 
terested i e government railroad 
public utility or industrial bonds 
we sincerely -trust that you will give 
this plan careful consideration yours 
very truly (403) 
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Ruts 

There is no fundamental differ- 
ence between a rut and a grave; 
a grave is deeper and harder to get 
out of, that's all. In this | age 
of intensive specialization in Busi- 
ness, particularly in the layout and 
apportionment of executive duties, it 
is easy for us to think and function 
in I a rut. We don't have to be- 
come our own grave diggers — Modern 
Business is not necessarily a cemetery. 
We spend only about one-third of 
our time in performing our specializec 
duties. There are many hours when 
by means of study and observation 
100 we can pull ourselves to the top | 
of a mental knoll and look about us 
and study the scenery. It is the 
nien who do this very thing that 
acquire perspective, and | perspec- 
ive always widens a rut into an up- 
ward leading highway, never deepens 
It into a grave. Look up and 
around you, not down all the | time. 
Get out of the rut. (156) 
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The Yellow Streak 

Unfortunately, there is such a 
thing as the yellow streak*. It is 
easier to mention some of the signs 
of it than to figure out | the queer 
mental and moral kinks that produce 
it. It is the yellow streak that 
pads expense accounts, turns in 
overtime checks for work that |was 
never done, carries gossip from 
Jim to Joe and back again, fawns 
upon the men higher up in the open 
and knocks them behind | closed 
doors, believes in pull and waits for 
it to come, and always has an eye 
out for a snap position where the 
hours are | right. The yellow streak loo 
is a curious amalgam of laziness, 
cowardice, deceit, egotism, mental 
shortsightedness, and moral pettiness. 
Like all weeds and poisonous plants, 
it I is hardy and develops itself 
amazingly, especially when there is 
plenty of organization offal for it 
to take root in and sustenance from. 
Viewing it | from another angle, it 
can be starved and smothered — 
and must be, as every intelligent per- 
son and organization realizes. Away 
with the yellow streak — be | white 
but never yellow ! (179) 
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The constructive man evolves 
an idea — an invention, a design, 
a formula, a plan; the promoter 
secures the interest of people who 
are able and | willing to finance 
the idea; the executive uses the 
capital to buy plants and material 
and to hire workmen, administrative 
staff, and salesmen. The workmen | 
get wages; the executive and his 
assistants are compensated by sala- 
ries and wages; the owners receive 
the profits if there are any; the pro- 
moter takes I a commission or stock 
at the outset; the constructive man 
gets a flat price for his idea, or a 
100 royalty on output or sales, or | per- 
haps nothing. This is the story, in 
substance, of every business organi- 
zation, and an outline of the classes 
of ability that are required. Occa- 
sionally a I man is big enough to 
originate, promote, and operate — 
a Pullman, a Hill, a Ford, or a Wool- 
worth; others are specialized groove 
workers of a | low order; still others 
fill intermediate positions. Where 
do you fit in? Are you approaching 
the apex of the business pyramid, or 
are you hopelessly | bricked in at 
the base? (180) 
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The Toiler 

It is the mission of the United 
States to ennoble toil and honor the 
toiler. In other lands to labor has 
been considered the lot | of serfs and 
peasants; to gather the fruits and 
consume them in luxury and war, 
the business of the great. Since 
the mediaeval times European | so- 
ciety has been organized on the basis 
of a nobility and a people. To be a 
nobleman was to be distinguished 
from the people; to | be one of the 
people was to be forever debarred 
from nobility. Thus has been set 
on human industry the stigma of 
perpetual disgrace. Something | ofioo 
this has been transmitted to the 
new civilization of the West — a cer- 
tain disposition to renew the old 
order of lord and laborer. Let | the 
odious distinction perish; the true 
lord is the laborer and the true la- 
borer the lord. It is the genius 
of American institutions, in the | 
fulness of time, to wipe the last op- 
probrious stain from the brow of 
toil and to crown the toiler with the 
dignity, lustre, and honor | of a full 
and perfect manhood. (181) 

—John Clark Ridpath: A Popu- 
lar History of the United States. 
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The Advance of Education 

• 

Those who are inclined to be 
impatient over the progress of vo- 
cational or broader industrial edu- 
cation can find solace in a survey 
of the past | two or three years. 
What five years ago was considered 
radicalism on the part of a few of 
the bolder pioneers, who believed 
and proclaimed | that the founda- 
tion of permanent American pros- 
perity must rest upon universal 
education and training, is now 
universally accepted. There is no 
room for argument. . Today | all ef- 
fort is directed toward working out 
the problems. Nor is the efiFort 
confined to the established insti- 
tutions of learning. It is an ex- 
100 ceptional board | of trade or other 
business organization which does 
not now have an active educational 
committee. Other things being equal, 
the trained mind always wins over | 
the untrained mind. 

Day by day the American 
press brings evidence of increasing 
effort. It is the exceptional com- 
munity which is not preparing for 
or I inaugurating broader educa- 



tional systems. Vocational part-time 
systems, alternating systems, trade 
schools, night schools, and schools 
conducted by the larger industrial 
corporations on behalf of | their em- 
ployes, are springing into existence 
in almost every community. (185) 
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The Uses of Education for 
Business 

Now, there is no field of human 
activity in which ideals applied 
are of more value than in business. 
Again, higher education has always 
made | great account of the power 
of expression in speech and writing, 
whence has arisen an opinion that 
liberal education must be less use- 
ful to the I man of business than 
to the lawyer, or minister, because 
the business man has less need than 
they of this power. It seems to 
me I that this view is no longer . 
true. Have we not all seen, in 
recent years, that leading men of 
business, particularly those who act 
for I corporations, have great need loo 
of a highly trained power of clear 
and convincing expression? Busi- 
ness men seem to me to need, in 
speech and writing, | all the Roman 
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terseness and the French clearness; 
the graces and elegancies of literary 
style they may dispense with, but 
not with the greater qualities |of 
compactness, accuracy, and vigor. 
It is a • liberal education indeed 
which teaches a youth of fair parts 
and reasonable industry to speak 
and write | his native language 
strongly, accurately, and persuasive- 
ly. That one attainment is sufficient 
reward for the whole long course of 
200 twelve years spent in liberal study. | 

(200) 
— Charles W. Eliot: Uses of Edu- 
cation for Business, 
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The Modern Department Store 

I believe the new American sys- 
tem of storekeeping is the most 
powerful factor yet discovered to 
compel minimum prices. Perhaps 
some one will ask what | relation 
reduced prices of merchandise have 
upon labor. It is a noticeable fact 
that lowered prices stimulate con- 
sumption and require additional la- 
bor in producing, transporting, | and 



distributing. The care of such large 
stocks, amounting in one single 
store upon an average at all times to 
between four and five millions | of 
dollars, and the preparation and 
handling of reserve stocks require a 
large corps of men. 

Under old conditions of store- 
keeping a man and his | wife or daugh- loo 
ter did all the work between daylight 
and midnight. The new system 
makes shorter hours of duty and thus 
the number of employes | is increased, 
while many entirely new avenues 
of employment for women are opened, 
as t3rpewriters, stenographers, cash- 
iers, check-clerks, inspectors, wrap- 
pers, mailing clerks, and the | like. 
The division of labor creates many 
places for talented and high-priced 
men, whose salaries range along- 
side of those of presidents of banks 
and I trust companies and similar 
important positions. It is univer- 
sally admitted that the sanitary 
conditions that surround the em- 
ployes of the large stores are better 
than I in the old-time smaller stores zoo 
and that employes are considerably 
better paid. (213) 

— ^John Wankmaker: The Evolu- 
tion of Mercantile Business. 
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Personality 

One of the elements that make 
for success in business is that very 
real although very elusive thing we 
call personality. It is difficult to | 
tell just what the term person- 
ality comprises. Still, we know — 
rather we feel — a few basic things 
behind it and in it. Somewhere 
near the | source of it is conscious- 
ness Qf personal power, certainty of 
judgment, mental poise. One thing 
is sure — ^personality is something 
alive, something dynsunic, something 
electric, | something that without ef- 
fort wins the other fellow mentally 
or temperamentally, often in both 
respects. 

100 Personality is doubtless to some 
degree a beneficent gift of | nature, 
but it is also a product of victorious 
strife with self and circmnstances. 
Personality is most often found in 
men of mental stamina and | moral 
substance — men who, by means of 
work, study, and reflection, have 
steadily advanced their lives in useful 
and profitable service. Mental stam- 
ina can be | developed, and moral sub- 
stance can be strengthened-^another 
way of saying that the dormant seeds 
of personality can be quickened into 
life. Personality, in other | words, 
is an effect of an inward condition. 
What that condition shall be, men- 
tally and temperamentally, depends 
upon you. Work your brain and 

200 don't stifle | your heart, and you will 
unconsciously develop the personality 
you seek and need. (213) 
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Character 

Character — how good to the 
ear, how grateful to the heart is 
this word of fibre, of substance, of 
integrity, of sweetness, of nobility! 
With I it we have the dependence 
upon each other that gives us civiliza- 
tion — the organization of government 
and business; without it we have the 
antagonistic isolation | of the in- 
dividual — the chaos of deceit, dis- 
trust, and destruction. 

As the rugged and tenacious 
steel of the frame carries the brick, 
the floors, the | very equipment of 
the modern building, so character 
carries the stress and strain of the 
business structure. B usiness is a mat- 
ter of faith, of action | based upon loo 
the belief that the other person will 
work, will buy, will deliver, will 
repay as he agrees; and no con- 
tract is subtle enough | and no 
court wise enough to safeguard fully 
against the person who agrees with- 
out intent of performance. Elimi- 
nate character from business and the 
structure | of ages will fall, a shape- 
less heap of ruins. 

Character is the accumulation 
that results from moral thrift — 
the development and conservation 
of that which | is good — the denial 
of the waste of immoral practices. 
Accumulate, therefore, the fibre, the 
substance, the frame-work that we 
call character, as well | as the 200 
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dollars that are the mere bricks and 
mortar of your personal business 
structure. (215) 
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conseevation of energy in 
Business 

Conservation of time and energy 
is an important consideration in the 
management of a business office. 
Waste effort comes more often from 
poor arrangement than | from any 
other cause. 

The office manager of a big con- 
cern awoke to the fact one day that 
to get an order from the sales | de- 
partment to the bookkeeper re- 
quired an endless amount of walking 
about. He timed three employes 
and discovered that they consumed 
almost half their time in | getting 
from one place to another. Under 
the arrangement of the office in 
which they were employed every 
movement they made was neces- 
loe sary. The next | day the manager 
hired several carpenters and set 
them to w^ork to rearrange things. 
When their work was completed, 
an order traveled through the rec- 
ords I department exactly as a piece 
of material travels through a sys- 
tematized factory. It was started 
at one end of the office and worked 
through to I the other end, no 
employe being obliged to leave his 



place. Previously, a great deal of 
work had to be done after the regu- 
lar office I hours, which not only 
increased the bills for light but 
created other additional expenses. 

The saving of expense made 
possible by the rearrangement paid 
for I the carpenter work many times 200 
over. Furthermore, it was found 
that the systematic, scientific ar- 
rangement of the office permitted 
the transfer of some of the | em- 
ployes to other departments in the 
business. The resulting advantages 
emphasized to the officers of the 
company the value of a well-organized 
office force. | (250) 

— ^New York Regents' Examina- 
tion in Shorthand, June 15; 
1914. 
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The Stenographer's 
Opportunities 

It is safe to say that not one 
stenographer in fifty fully appre- 
ciates her opportunities. Although 
she sits daily at the very fountains 
of business | knowledge and inter- 
course, she is more apt to think of 
herself merely as a machine to tabc 
down, word for word, what is said 
to I her than she is to appreciate 
her opportunity to become so familiar 
with the detail and spirit of the 
business that she can increase con- 
stantly I in usefulness to her em- 
ployer and advancement in her work. 
She may learn to become expert in 
the art of business correspondence, 
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loo which is one | of the greatest of 
the arts of business life. She may 
learn to grasp the thought as well 
as the words, to suggest the word | 
that does not readily come to the 
mind of the person dictating, to 
correct a slip of the tongue, and to 
make up the entire | answer to many 
letters from a bare indication of 
her employer's wishes. 

But there are few stenographers 
who can do any of these simple 
things. I The stenographer who can 
be trusted to make up a letter is 
rare. The one who can sign letters 

200 that have not been read by | the 
dictater is also rare. If the least 
liberty is given in changing the 
phrasing of a letter, it usually has to 
be done over. | It is this helplessness 
that reduces a stenographer's work 
to the mere mechanical copying 
of exact words. The stenographer 
has a unique business opportunity, 
and I seldom knows it. (253) 

— ^Waldo Pondray Warren: 
Thoughts on Business. 
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Scientific Management 

Perhaps the most prominent 
single element in modern scientific 
management is the task idea. The 
work of every workman is fully 
planned out by the | management 
at least one day in advance, and each 
man receives in most cases complete 
written instructions, describing in 



detail the task which he is | to 
accomplish, as well as the means 
to be used in doing the work. And 
the work planned in advance in this 
way constitutes a | task which is 
to be solved, as explained above, 
not by the workman alone, but in 
almost all cases by the joint effort 
of the I workman and the manage- loo 
ment. This task specifies not only 
what is to be done but how it is to 
be done and the exact time | allpwed 
for doing it. And whenever the 
workman succeeds in doing his task 
right, and within the time limit 
specified, he receives an addition of | 
from thirty per cent, to one hundred 
per cent, to his ordinary wages. 

These tasks are carefully planned, 
so that both good and careful work | 
are called for in their performance, 
but it should be distinctly understood 
that in no case is the workman called 
upon to work at a | pace which 200 
would be injurious to his health. 
The task is always so regulated that 
the man who is well suited to his 
job will I thrive while working at 
this rate during a long term of years 
and grow happier and more pros- 
perous, instead of being overworked. 
Scientific management consists | very 
largely in preparing for and carrying 
out these tasks. (260) 

— Frederick W. Taylor: The 
Principles of Scientific Manage- 
ment. 
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The Duties of the Buyer 

The chief aim in business is 
profit making. It is self-evident 
that the business man, in order to 
obtain profits, must receive for his | 
goods more than he paid for them. 
In every establishment goods are 
purchased, and this outlay often 
represents the greater part of the 
costs. Every | business man realizes 
the importance of obtaining goods 
at the lowest possible price, for this 
frequently determines the success or 
the failure of his business. | Good 
buying is an important factor in 
every business enterprise. This is 
true in mercantile establishments as 
well as in manufacturing plants. 

100 Everywhere the importance | of good 
buying is recognized. By studying 
carefully the experiences and methods 
of successful buyers, certain under- 
lying principles are found which 
may be of service | to the business 
man interested in the problem of 
buying. 

One of the chief duties of 
the buyer is to keep his establish- 
ment supplied with | goods sufficient 
to meet all demands. The proper 
amount of stock to keep on hand is 
an important question in every 
factory and store. The | carrying 
of stock entails certain expenses, as 
interest on the amount of capital 
invested, rent, insurance, and wages 
for handling. Overstocking ties up 

200 unnecessary capital | and adds to 
the various expenses of carrying 
stock. Understocking in its turn 
is nearly as costly. Lack of a proper 
supply of materials causes idleness 
of men and machinery, and^adds to 
expenses. The keeping on hand of 
a proper supply of stock is the task 



of the buyer | and one which re- 
quires sound judgment and the 
closest attention. (260) 

— New York Regents' Examina- 
tion in Shorthand, January 
18, 1915. 
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The American Indian 

There is something in the char- 
acter and habits of the North Ameri- 
can savage, taken in connection 
with the scenery over which he is 
accustomed to | range, its vast lakes, 
boundless forests, majestic rivers, 
and trackless plains, that is, to my 
mind, wonderfully striking and sub- 
lime. He is formed for the | wilder- 
ness, as the Arab for the desert. 
His nature is stern, simple, and en- 
during; fitted to grapple with diffi- 
culties and to support privations. 
There seems | but little soil in his 
heart for the support of the kindly 
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virtues; and yet, if we would but 
take the trouble to penetrate through 

9 1 the proud stoicism and habitual 
taciturnity which lock up his char- 
acter from casual observation, we 
should find him linked to his fellow- 
man of civilized | life by more of 
those sympathies and affections than 
are usually ascribed to him. 

It has been the lot of the un- 
fortimate aborigines of America, | 
in the early periods of colonization, 
to be doubly wronged by the white 
man. They have been dispossessed 
of their hereditary possessions by 
mercenary and | frequently wanton 
warfare; and their characters have 
been traduced by bigoted and in- 
terested writers. The colonist often 
treated them like beasts of the forest; 

•Oand I the author has endeavored 
to justify him in his outrages. The 
former found it easier to exterminate 
than to civilize; the latter to vilify 
than I to discriminate. The appel- 
lations of savage and pagan were 
deemed sufficient to sanction the 
hostilities of both; and. thus the poor 
wanderers of the forest | were per- 
secuted and defamed, not because 
they were guilty, but because they 
were ignorant. (264) 

— ^Washington Irving: Traits oj 
Indian Character. 

ARTICLE 35 
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Learning a Business. 

The man who desires to be 
well informed in regard to any line 



of business should bear in mind 
that there are two ways of | learn- 
ing a thing — by chance and by 
conscious intention. One way is 
merely to absorb the information 
that can be found in ordinary ex- 
perience. A I man naturally learns 
something just by being around. 
The other way is to set yourself 
to the task of learning what there 
is to I know about a given subject. 

While both ways have merit, 
it is well to remember that the 
latter is by far the more effective. 
By I setting yourself to learn a loo 
thing you can find out more about 
it in a day than you might absorb 
by casual observation in a | month 
or a year. The absorbing process 
is fragmentary and incomplete. You 
may go for months- without coming 
in contact with fundamental points, 
and yet | often your knowledge of 
these fundamentals should influence 
everything you do. A man worked 
three years making parts of a machine 
without knowing what it | was used 
for. No progressive man is willinjg 
to do that. 

The first thing to acquire is the 
habit or disposition of looking into 
things. I Get a bird's-eye view of 200 
the whole, then learn what general 
kinds there are, then the component 
parts of each, and then the details | 
of the particular part you need to 
use. To work from the top down- 
ward is the quickest and most com- 
prehensive way. The questions of 
What, I Where, How, and Why— 
especially Why — get quickly at the 
heart of what is needful to know 
about any phase of a business. 

(273) 
— ^Waldo Pondray Warren: 
Thoughts on Business, 
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"The Monroe Doctrine " 



In the wars of the European 
powers, in matters relating to them- 
selves, we have never taken any part, 
nor does it comport with our policy | 
so to do. It is only when our rights 
are invaded or seriously menaced 
that we resent injuries or make 
preparations for our defense. With | 
the movements in this hemisphere 
we are, of necessity, more immediately 
connected, and by causes which 
must be obvious to all enlightened 
and impartial observers. | The politi- 
cal system of the Allied Powers is 
essentially different in this respect 
from that of America. This dif- 
ference proceeds from that which 
100 exists in | their respective Govern- 
ments; and to the defense of our 
own, which has been achieved by 
the loss of so much blood and treas- 
ure, and matured | by the wisdom 
of their most enlightened citizens, 
and under which we have enjoyed 
unexampled felicity, this whole na- 
tion is devoted. 

We owe it, therefore, | to can- 
dor, and to the amicable relations 
existing between the United States 
and those powers to declare that we 
should consider any attempt on 
their | part to extend their system 



to any portion of this hemisphere 
as dangerous to our peace and safety. 

With the existing Colonies or de- 
pendencies of I any European power 2M 
we have not interfered, and shall 
not interfere. But with the govern- 
ments who have declared their in- 
dependence and maintained it, and 
whose I independence we have, on 
great consideration and on just 
principles, acknowledged, we could 
not view any interposition for the 
purpose of oppressing them, or con- 
trolling, I in any manner their des- 
tiny, by any European power, in 
any other light than as the manifes- 
tation of an unfriendly disposition 
toward the United States. | (275) 

— ^JameS Monroe: President's 
Message, December 2, 1823. 
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Business Psychology 

Men who know how to get 
maximum results out of machines 
are common; the power to get the 
maximum of work out of subordi- 
nates or I out of yourself is a much 
rarer possession. 

Yet this power is not necessarily 
a sixth sense or a fixed attribute of 
personality. It is | based on knowl- 
edge of the workings of the other man s 
mind, either intuitive or acquired. 

In a thousand instances, in fac- 
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tory and market place, unrecognized | 
use has been made of the principles 
of psychology by business men to in- 
fluence other men and to attain their 
ends. 
100 For the science of | psychology 
is in respect to certain data merely 
common sense, the wisdom of ex- 
perience, analyzed, formulated, and 
codified. It has taken its place, 
alongside physics | and chemistry, 
as the ally and employe of trade and 
industry. 

The time has come when a 
man^s knowledge of his business, if 
the larger | success is to be won, 
must embrace an understanding of 
the laws which govern the thinking 
and acting of the men who make and 
sell I his products as well as those 
others who buy and consume them. 

The achievements of the human 
mind and the human body seem to 
200 many | to be out of the range of 
possible improvement through appli- 
cation of any science which deals 
with these human activities. Muscu- 
lar strength and mental efficiency | 
seem to be fixed quantities not sub- . 
ject to increase or improvement. 

The contention here supported, 
however, is that human efficiency is 
a variable quantity which | increases 
and decreases according to law. 
By the application of known physical 
laws the telephone and the telegraph 
have supplanted the messenger boy. 
By the | laws of psychology applied 
to business equally astounding im- 
provements are being and will be 
secured. (290) 

—Walter Dill Scott: Increasing 
Euma7i Efficiency in Business, 
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Extract from Washington's 
"Farewell Address " 

As a very important source of 
strength and security, cherish pub- 
lic credit. One method of preserv- 
ing it is to use it as sparingly as 
possible: | avoiding occasions of ex- 
pense by cultivating peace, but re- 
membering also that timely disburse- 
ments to prepare for danger fre- 
quently prevent much greater dis- 
bursements to repel it; | avoiding 
likewise the accumulation of debt, 
not only by shunning occasions of 
expense, but by vigorous exertions 
in time of peace to discharge the 
debts I which unavoidable wars may 
have occasioned, not ungenerously 
throwing upon posterity the burden 
which we ourselves ought to bear. 
The execution of these maxims 
belongs | to your representatives, but loc 
it is necessary that public opinion 
should cooperate. To facilitate to 
them the performance of their duty, 
it is essential that | you should 
practically bear in mind that to- 
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wards the payment of debts there 
must be revenue'; that to have reve- 
nue there must be taxes; that | no 
taxes can be devised which are not 
• more or less inconvenient and un- 
pleasant; that the intrinsic embarrass- 
ment inseparable from the selection 
of the proper | objects (which is 
always a choice of difficulties) ought 
to be a decisive motive for a candid 
construction of the conduct of the 
200 Government in | making it, and 
for a spirit of acquiescence in the 
measures for obtaining revenue which 
the public exigencies may at any 
time dictate. 

Observe good | faith and justice 
towards all nations. Cultivate peace 
and harmony with all. Religion 
and morality enjoin this conduct; 
and can it be that good policy | does 
not equally enjoin it? It will be 
worthy of a free, enlightened, and, 
at no distant period, a great nation, 
to give to mankind | a magnani- 
mous and too novel example of a 
people always guided by an exalted 
justice and benevolence. (292) 
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Address of Welcome 

As mayor of this city, it is with 
profound pride and pleasure that I 
extend to this convention a most 
hearty welcome to our city. | • 

May you fully realize our appre- 
ciation in being the host of an or- 
ganization whose efforts and achieve- 
ments so vitally affect the welfare not 
only of I this country but of the 
whole world. 

Men may think and talk re- 
form, new systems of government 
may be evolved, but we have yet 
to I discover a means of uplift that 
will take the place of education. 

Today, while a great part of 
the world is totally given over to i» 
the use of munitions of war, we o' 
Oakland, on the shores of the peace- 
ful Pacific, are welcoming to our 
midst an organization devoted to| 
the most noble cause of education. 

Of all the institutions conducive 
to our country's welfare, none has 
equaled in accomplishment the great 
American triumph — the | public 
school. Based upon the principles 
of freedom and liberty, the public 
school has extended its influence and 
benefits to the remotest territory. 

The men | and women whose 
determinations vitally affect this 
noble institution must feel keenly 
their responsibility. You are the 
guardians of our future. It is by 
your I work that our educational'^ 
system is to be improved. With this 
responsibility in guiding our wel- 
fare, may you be moved to do your 
best for | the education of our Ameri- 
can boys and girls. May the beauty 
and grandeur of your meeting-place 
make this convention long remem- 
bered for its successful | achievements. 
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Believing that true hospitality 

merely begins with the word of 

welcome, and realizing the high 

regard paid by all conventions to 

brevity, let me | conclude by again 

expressing my appreciation of the 

honor which my position afiFords me, 

and by reassuring you that the city 

is yours. (298) 

— Address of Welcome by John 

L. Davie, Mayor of Oakland, 

Cal., to Convention of National 

Education Association, August, 

1915. 
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Labor Organizations 

The question is often asked 
why labor organizations are necessary 
in view of the fact that wages are 
fixed, at least within broad limits, 
oy I deep-lying economic and social 
forces which the labor organization 
cannot effectively control. If wages 
depend upon demand and supply, 
^t is said, what excuse | for the 
troublesome and irritating trades 
anion? 

Economic laws work themselves 
out through men and through or- 
ganizations — they are not self-en- 



forcing. We have had | labor or- 
ganizations of one kind and another 
ever since the wage system existed, 
and we shall unquestionably con- 
tinue to have such organizations un- loo 
til the wage | system is superseded 
by something more satisfactory. 

There are, however, additional 
reasons for the existence of the labor 
organization. Wages, we say, are 
measured by | the marginal pro- 
ductivity of labor. This produc- 
tivity, in turn, is partially depend- 
ent upon the demand and sup- 
ply of labor. But the supply of 
labor is | largely controlled, as we 
have seen, by the standard of life; 
and one of the great functions of 
the labor organization is to strengthen 
and I advance the standard of life. 
If a great horde of unorganized and 
unsympathetic wage earners are con- 
tinually bidding against one another 200 
in the labor market, | each individual 
endeavoring to get a little more work 
by offering to take a little less pay, 
the standard of living will be subtly 
undermined, | "nibbled away," as a 
weU-known writer has expressed it. 
The labor organization, by repressing 
the vicious activity of this com- 
petition by compelling its members | 
to ofiFer the same terms and abide 
by common or standard ru es, bul- 
warks the standard of life, and gives 
it increased precision, increased pow- 
er and I durability. In addition, 
most unions endeavor to exercise 
a more direct and positive influerce 
upon the supply of labor by limitirg 30o 
the number of apprentices, | helpers, 
and other persons entering the trade. 
These efforts, however, are not always 
successful. (314) 

— R. T. Ely: Outlines of Economies. 
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The Place of Women in 
Industry 

According to the report issued 
by the Census Bureau in 1907 
entitled, "Women at Work," the 
census enumerators of 1900 found 
that nearly | five million women 
and girls of the United States were 
engaged in what are known as gain- 
ful occupations, and were therefore 
either partly or wholly | self-sup- 
porting. Three-fifths of these work- 
ers were found in six occupations, 
domestic service leading, with farm 
labor a close second because of the 
large j number of colored women 
employed on Southern plantations; 
dressmaking, laundry work, teach- 
ing, and actual farmers followed in 
the order named. Seventh in point 
100 of numbers | employed were the 
textile mill operatives. Saleswomen 
came tenth in numerical order, and 
office workers still further down the 
list. 

At the time this census | was 
taken, there were 23,485,559 women 
in the United States, of whom | 20.6 
per cent, were engaged in gainful 



occupations. Students of economics 
and sociology, who have gathered 
statistics regarding women wage- 
earners since that census | was taken, 
announce that on January 1, 1909, 
the number of women employed 
on wages or any form of regular 
pay in the United | States had2» 
leaped to six millions. At the pres- 
ent rate of increase, when the next 
census is taken, the nimiber of women 
workers will have | increased out 
of all proportion to the increase in 
population. 

In other words, the feminine 
conquest of the industrial world in 
America is practically complete, | 
and woman's financial independence 
is practically assured. She has in- 
vaded and now occupies firmly all 
but nine of the 303 fields of wage- 1 
earning listed by the United States 
Census Bureau. Furthermore, her 
education and interests all tend to- 
ward the evacuation of domestic 
service and farm labor in | favor ofsfli 
the various trades and professions, 
or a distinctly mercantile or com- 
mercial career. (314) 
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Extract from a Speech of 
President Wilson 

A war of aggression i3 not a 
war in which it is a proud thing to 
die; but a war of service is a thing | 
in which it is a proud thing to die. 
Notice that these men were of our 
blood — men of our American blood 
which is not | drawn from any- 
one country, which is not drawn 
from any one language of the mod- 
em world; but free men every- 
where have sent their sons | and 
their brothers and their daughters 
to this country in order to make 
that great compoimded nation which 
consists of all the sturdy elements 
100 and | of all the best elements of 
the whole globe. 

I listened again to this list with 
a profound interest at the mixture 
of the names, | for the names bear 
the marks of the several nation 
stocks from which these men came. 
But they are not Irishmen, or Ger- 
mans, or Frenchmen, | or Hebrews 
any more. They were not when 
they went to Vera Cruz; they were 
Americans, every one of them, and 
were no dififerent in | their American- 
ism because of the stock from which 
they came. Therefore, they were 
in a peculiar sense of our blood, and 
2Mthey proved it by | showing that 
they were of our spirit — that no 
matter what their derivation, no 
matter where their people came 
from, they thought and wished and | 
did the things that were American, 
and the flag under which they 
served was a flag in which all the 
blood of mankind is united | to 

oiake a free nation 

As I stand and look at you 
today, and think of those spirits 



that have gone from us, I know | 
that the road is clearer for the future. 
These boys have shown us the way, 
and it is easier to walk on it because 
they I have gone before and shown 30o 
us how. 

May God grant to all of us that 

vision of patriotic service which 

here in solemnity and grief | and 

pride is borne in on our hearts and 

consciences. (335) 

— Woodrow Wilson: New York 

Speech, May 12, 1914, in 

honor of the marines killed 

at Vera Cruz. 
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Integrity in Retail Business 

The store manager has a cer- 
tain duty not only to his customers 
but also to society as a whole. The 
store is a social . institution. | It 
supplies the people with their daily 
needs. The store that serves the 
people best succeeds the best. Un- 
just and unsocial practices in business 
in I the past have made it necessary 
that there should be certain rules 
with regard to the conduct of busi- 
ness. So we have a law of | sales, 
a law of contracts, a law of bank- 
ruptcy, laws of measures and weights, 
pure food laws, etc. The tendency 
seems to be for these | rules concern- lOO 
ing business to increase in number. 
The merchant should recognize the 
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tendency and stand for it rather 
than against it. The public is not 
I blind. Good-will is the result 
of good service to the public. It 
is a notable fact that "pure food 
law" stores, well advertised as | such, 
everywhere in this country are meet- 
ing with success. Pure food, pure 
water, pure air, and cleanliness form 
the central ideas in a rapidly grow- 
ing I social ideal. The grocer who 
is a little ahead of the absolute 
requirements of the law in supplying 
his people with what they consider 

200 best, I succeeds the best in the long run. 
It is not unlikely that we shall 
have "pure fur laws," "pure silk 
laws," and "pure wool laws" | in 
the future. There is a growing 
» desire among the people to know 
what they are eating, wearing, or 
using, what it is made of, | how it 
is made, and its essential qualities. 
The day of imitation has not yet 
passed, by any means, nor is it 
likely that it | will pass. But there 
is certainly an increasing number 
of people who prefer to buy from a 
firm that sells silk and cotton mixed 

300 foulard | for what it is, rather than 
the same thing under the name of pure 
silk. If furniture is veneered, they 
want to know it. If | woolen goods 
are not all wool, they want to know 
that. If oleomargarine is colored, 
they want to know that. There 
may not always be | quite so much 
profit in selling goods under this 
policy as there may l:e in selling 
imitations that deceive the public. 
But business in the | long run (and 
after all, the "long run" is the only 
thing that counts) must give full 
value to the public. (396) 

— Paul H. Neystrom: Retail Sell- 
ing and Store Management. 
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The Profession of Business 

The field of knowledge requisite 
to the more successful conduct of 
business has been greatly widened 
by the application to industry not 
only of chemical, | mechanical, and 
electrical science, but also the new 
science of management; by the in- 
creasing difficulties involved in ad- 
justing the relations of labor to 
capital; by | the necessary inter- 
twining of social with industrial 
problems; by the ever extending 
scope of state and federal regulation 
of business. Indeed, mere size and 
territorial | expansion have com- 
pelled the business man to enter 
upon new and broader fields of 
knowledge in order to match his 
achievements with his opportunities. 

This I new development is tend- ^^ 
ing to make business an applied 
science. Through this development 
the relative value in business of 
the trading instinct and of mere | 
shrewdness has, as compared with 
other faculties, largely diminished. 
The old idea of a good bargam was 
a transaction in which one man 
got the I better of another. The 
new idea of a good contract is a 
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transaction which is good for both 
parties to it. 

Under these new conditions, | 
success in business must mean some- 
thing very different from mere 
money-making. In business the able 
man ordinarily earns a larger income 
00 than one less | able.. So does the 
able man in the recognized profes- 
sions — in law, medicine, or engineer- 
ing; and even in those professions 
more remote from money-making, | 
like the ministry, teaching, or social 
work. The world's demand for ef- 
ficiency is so great and the supply 
so small, that the price of efficiency | 
is high in every field of human 
activity 

In the field of modem business, 
so rich in opportunity . for the exer- 
cise of man's finest and | most varied 
mental faculties and moral qualities, 
mere money-making cannot be re- 
garded as the legitimate end. Nei- 
ther can mere growth in bulk or 
300 power I be admitted as a worthy 
ambition. Nor can a man nobly 
mindful of his serious responsibilities 
to society, view business as a game; 
since with | the conduct of business 
human happiness or misery is in- 
extricably interwoven. 

Real success in business is to be 
found in achievements comparable 
rather with those | of the artist or 
the scientist, of the inventor or the 
statesman. And the joys sought in 
the profession of business must be 
like their | joys and not the mere 
vulgar satisfaction which is experi- 
enced in the acquisition of money, 
in the exercise of power, or in the 
«o frivolous pleasure | of mere winning. 

(403) 

— Louis D. Brandeis: Business — 
A Profession, 
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Accuracy in the Use of 
Language 

And, therefore, first of all, I 
tell you earnestly and authoritatively 
(I know I am right in this), you must 
get into the habit of | looking in- 
tensely at words, and assuring your- 
self of their meaning, syllable by 
syllable — ^nay, letter by letter. For 
though it is only by reason of | the 
opposition of letters in the function 
of signs, to sounds in the function 
of signs, that the study of books is 
called "literature," and | that a 
man versed in it is called, by the 
consent of nations, a man of letters 
instead of a man of books, or of fioo 
words, you may yet connect with 
that accidental nomenclature this 
real fact — that you might read ail 
the books in the British Museum 
(if you I could live long enough), 
and remain an utterly "illiterate," 
uneducated person; but that if you 
read ten pages of a good book, letter 
by letter | — that is to say, with 
real accuracy — ^you are forevermore 
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in some measure an educated per- 
son. The entire difference between 
education and non-education (as | 
regards the merely intellectual part 
of it) consists in this accuracy. 
A well-educated gentleman may not 
know many languages, may not be 

200 able to | speak any but his own, 
may have read very few books. 
But whatever language he knows, he 
knows precisely; whatever word he 
pronounces, he pronounces | rightly; 
above all, he is learned in the peer- 
age of words; knows the words of 
true descent and ancient blood, at 
a glance, from words | of modern 
canaille; remembers all their an- 
cestry, their intermarriages, distant 
relationships, and the extent to 
which they were admitted, and offices 
they held, among the | national 
noblesse of words, at any time and 
in any country. But an uneducated 
person may know, by memory, many 

300 languages, and talk them all, | and 
yet truly know not a word of any — 
not a word even of his own. An 
ordinarily clever and sensible sea- 
man will be able | to make his 
way ashore at most ports; yet he 
has only to speak a sentence of any 

^ language to be known for an illiterate 
I person ; so also the accent, or turn 
of expression of a single sentence, will 
at once mark a scholar. And this 
is so strongly felt, | so conclusively 
admitted, by educated persons, that 
a false accent or a mistaken syllable 
is enough, in the parliament of any 

400 civilized nation, to assign | to a man 
a certain degree of inferior standing 
forever. (410) 

— ^John Ruskin: Sesame and 
Lilies, 
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Get Out, or Get in Line 

If you are a student in a college, 
seize upon the good that is there. 
You get good by giving it. You 
gain by giving — | so give sympathy 
and cheerful loyalty to the institu- 
tion. Be proud of it. Stand by 
your teachers — they are doing the 
best they can. If | the place is 
faulty, make it a better place by an 
example of cheerfully doing your 
work every day the best you can. 
Mind your | own business. 

If the concern where you are 
employed is all wrong, and the Old 
Man is a curmudgeon, it may be 
well for you | to go to the Old Man m 
and confidentially, quietly, and kindly 
tell him that he is a curmudgeon. 
Explain to him that Jiis policy is | 
absurd and preposterous. Then show 
him how to reform his ways, and 
you might offer to take charge of 
the concern and cleanse it of | its 
secret faults. 

Do this, or if for any reason 
you should prefer not, then take 
your choice of these: Get out, or 
get in I line. You have got to do 
one or the other — now make your 
choice. 

If you work for a man, in 
heaven's name work for | him! 200 
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If he pays you wages that supply 
your bread and butter, work for 
him — speak well of him, think well 
of him, stand by | him and stand 
by the institution he represents. 

I think if I worked for a man, 
I would work for him. I would not 
work I for him a part of the time, 
and then the rest of the time work 
against him. I would give undivided 
service or none. 

If I put to the pinch, an ounce 
of loyalty is worth a pound of clever- 
ness .... 

You cannot help the Old Man 
303 so long as you are | explaining in 
undertone and whisper, by gesture 
and suggestion, by thought and 
mental attitude, that he is a cur- 
mudgeon and his system dead wrong. 
You are not necessarily menacing 
him by stirring up discontent and 
warming envy into strife, but you 
are doing this: You are getting 
yourself upon a | well-greased chute 
that will soon give you a quick ride 
down and out. 

When you say to the other em- 
ployees that the Old Man | is a 
curmudgeon, you reveal the fact 
you are one; and when you tell them 
that the policy of the institution is 
400 "rotten," you surely | show that 
yours is ... . 

Let us mind our business, and 
work for self by working for the good 
of all. (420) 

—Elbert Hubbard: Get Out, or 
Get in Line. 
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A General Board for a General 
Program 

With the growing realization 
throughout the country of the neces- 
sity for preparing for national defense, 
sentiment is formingin favor of a Gen- 
eral Board, which | shall take a broad 
survey of the entire situation, con- 
sidering this or that element in the 
preparedness plan, not upon its 
intrinsic merits, but in | its relation 
to other elements, to the end that a 
great and smoothly working ma- 
chine shall be evolved, whose parts, 
carefully coordinated, shall develop 
a I maximum of power with a mini- 
mum of friction. 

When the naval experts for- 
mulate a program for defense, what 
they have in mind is the navy, | al- loo 
most exclusively. Their conclusions 
are based upon the assumption that 
practically all the work will have to 
be done by the navy. Similarly 
with the I army experts; in their 
calculations the army looms so 
large that there is little room left 
for the consideration of the navy. 
This means that | each branch of 
the military service exaggerates what 
is essential for the development of 
that branch. 

The exaggeration is further aug- 
mented by the application of | that 
principle so well understood in dam- 
age suits — of asking for a great 
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deal more than you expect to get, 
200 because the award will probably 
be cut down below the amount askec 
anyway. Consequently the navy 
plan and the army plan are mutu- 
ally exclusive as the components of 
a general | miHtary program, and 
civilians are so overwhelmed by the 
magnitude of each that they arc 
inclined to discard both. 

Here is where a General Board | 
with predilections for neither branch 
of the service, but with impartial 
appreciation for the merits and 
necessities of both, would be of ad- 
vantage. Upon this I Board would 
devolve, too, the adjusting to mili- 
tary uses of the great industrial 
resources of the country. This aspect 
300 of preparedness is in itself a | 
tremendous matter, and the survey 
now being made by the committee on 
industrial preparedness of the Naval 
Consulting Board should furnish in- 
valuable data. 

To consider, | weigh, and adjust 
these great elements and such others 
as there may exist into one harmonious 
program of national defense would, 
then, be the function | of a General 
Board. That it should be a board 
of strategy, or that out of it should 
grow a board of strategy, is, never- 
theless, I the first desideratum. It 
is not without significance that we 
have neither in Congress a committee 
charged with the correlation of 
400 defense problems nor in | the Cabi- 
net a Secretary of War whose general 
title is not a misnomer for that of 
secretary for army aflFairs. (420) 

— Editorial, Baltimore News, 
May 1, 1916. 
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Interest on Plant in Cost oi 
Production 

The inclusion of interest in, 
or its exclusion from, cost of opera- 
tions, depends essentially upon the 
point of view. The proposition may 
be expressed as | follows: 

Is interest cost of manufactur- 
ing, or cost of financing? 

Is interest cost to the vendor, 
or cost to the purchaser of .goods? 

The economic | aspect of interest 
on money borrowed is that it is in- 
come to him who lends the capital, 
and deduction from the income of 
him who | borrows it. Hence, it 
cannot be considered as operating 
cost . The economic aspect of interest 
lost merely because capital invested 
in plant is unable to | earn a return MO 
through other channels, is so closely 
allied with the philosophy of busi- 
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ness as to make differences of opinion 
almost a matter of | course. 

Looking at the question from 
the point of view of the principles of 
accounting, the interest-earning pow- 
er of the capital invested in plant | 
is neither a loss nor a disbursement ; 
it is not, in fact, a financial trans- 
action. It is a non-existing factor. 
Sentimentally, it may | be brought 
to life, and added to the sale price 
of the goods manufactured. In this 
case, it secures greater profits. But 
200 if it is given | the importance of a 
financial transaction, it becomes a 
loss compensated by a correspond- 
ing credit to income. 

* * * * * 

The effect that interest, con- 
sidered as cost, has | upon operating 
results is so curious that it earmarks 
itself as an impossibility. The more 
the concern is prosperous; the 
more profits are reinvested in | the 
business; the more it earns that 
prestige which success carries in 
its wake; the more it obtains manu- 
facturing experience,— the greater 
its operating cost | becomes. This 
must be so, since the interest cost 
keeps up-climbing. Furthermore, if 
the manufacturing operations have 
been considerable in a given period, 
^and I the sales have gone down 
way below the normal point, there 
is carried, in the inventorial value 
of finished goods, a considerable 
amount of interest | on investment. 
Correspondingly, the Profit and 
Loss account contains a considerable 
credit for "interest. As a conse- 
quence, when reporting to the 
Government for taxation purposes, | 
the concern allows itself to be taxed 
for income which it has not received;^ 



but which it has take^ as an asset 
to be sold I in due course. 

There is little use in quoting 
authorities; the accounting world 
is pretty evenly divided on the 
question of interest considered as 
cost. I The advocates of the theory 400 
are wedded to it; its enemies could 
never become friendly. As to the 
business man, he is likely to accept | 
the theory of interest as a cost S 
it is to his advantage to do so, and 
to reject it if conditions are reversed. 

(449) 

— Paul- Joseph Esquerre in C. P. 
A. Problems and Solutions, 
1914, Vol. 2. 
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Forms of Activity in Business 

A general consideration of the 
business world reveals four prevail- 
ing forms of activity, which we 
may term fundamental, or basic 
divisions. These may be roughly | 
described as, (1) the producing 
division, (2) the selling division, (3) 
the financial division, and (4) the 
accounting division. While these 
designations may not be | precisely 
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applicable tp the activities of every 
business, we shall find them, with 
some slight modifications and in 
a more or less developed form, 
in I every line of business. 

Each of these divisions, or de- 
partments, has its special func- 
tions to fulfill. The producing or 
manufacturing department turns out 
u)0 the article | to be sold. All the 
persons connected therewith are called 
upon to apply whatever creative 
and technical skill they possess to 
the production of | the article in the 
most perfect possible form, at the 
lowest possible cost, in the quickest 
possible time. Having accomplished 
this result, their duties may be | 
said to have been performed. 

It is admitted that in a trading 
concern there is no such producing 
department. There is, however, a 
buying activity | which provides the 
article to be sold. Such a division 
corresponds to the production depart- 
ment in a manufacturing business. 

Likewise in banks, insurance com- 
.'00 panies, and | similar establishments, 
there is no manufacturing depart- 
ment. But banks deal in credits, and 
insurance companies deal in risks, 
which are, in a way, the product | 
of the actuarial department. Thus 
the general division into four distinct 
branches can be traced. To make 
the situation as clear as possible, 
the manufacturing | type of business 
is here taken as a model. 



When the finished article is 
placed in the sales or stock room to 
be sold, the | sales department comes 
upon the scene. It is the duty of 
the sales manager and the force 
under his supervision to sell the 



goods turned | out by the manu-aoo 
facturing department. If the sales 
division — and this includes the ad- 
vertising department — can sell all 
the merchandise a concern manufac- 
tures, nothing more | can be asked 
of it. 

The financial division is charged 
with the duty of providing the funds 
required to manufacture and adver- 
tise the product and | to provide 
salaries and expenses for salesmen. 
While banks, bonds, and other 
sources of credit may be resorted 
to for funds, they must, in the | long 
run, come from customers to whom 
sales have been made. 

The function of the accounting 
division is to record all the com- 
pany's transactions and | to tabu-ttc 
late and present these transactions 
in the form of reports. These 
reports largely determine the con- 
cern's future activities. The cost re- 
ports, for instance, indicate | whether 
production prices are high, low, or 
normal; whether production invest- 
ment is in correct proportion to sales 
as compared with other periods; and 
whether particular | departments of 
the business are falling below normal 
efiiciency, or rising above it. (463) 

— ^J. William Schulze, C. P. A., 
in The American Office, 
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There are no accidental successes 
in business. Luck or chance may 
put a man in a responsible position, 
but chance will not keep him there. | 

The young man who wants to 
succeed in business keeps before 
him this question: "What am I doing 
day by day, week by week, month | 
by month, year by year, to build 
up my personal assets, my business 
knowledge, my producing ability?" 

To the one who asks: "How may 
I I get a higher position, and have 
men working imder me?" there is one 
answer, and only one — ^know more 
100 than they do. Today it is | the 
man with the best informed, best 
regulated mind who wins in business. 
Other things being equal, the man 
with the trained mind always wins. | 
The man who is applying constant 
stimulus to his mind, through ac- 
quiring information, is the man who 
is going ahead. 

Unless you know today a | little 
more than your job demands, you 
know too little for the bigger job 
that may come tomorrow. Oppor- 
tunities are only for those who have | 
prepared themselves to take advan- 
tage of them. 

We must have a nose for ideas — 
ideas have revolutionized business. 
Remember that because a certain 
200 thing has | been done in a certain 
way for many years, it does not 
prove that way is the best way. To 



do more we must know | more. 
But if we want more knowledge we 
must work for that knowledge — we 
must acquire what Edison calls "the 
genius for hard work." 

Hard | work is one of the 
imperative conditions, and at the 
same time one of the greatest bless- 
ings in business. Work keeps the 
body healthy and | the mind steady. 
Hard work will break down the bar- 
rier of impossibilities. 

♦ ♦ * * * 

Some men work on impulse or 
passion, whilst others do things by 
thought. I Impulse and passion often 3oo 
seem more powerful — ^and perhaps 
are more powerful while they last — 
but they are intermittent. It is 
something like living on | stimu- 
lants — the result is that they soon 
expend themselves. But study and 
deliberate thought and persistent 
work will always win. But whilst 
you work systematically | and me- 
thodically, be very careful to see 
that you do not become mechanical. 
It is necessary to keep out of the rut 
and do some | things that are differ- 
ent from the average. The ancient 
methods of business were good 
enough in their time, and are useful 
today in showing us | a lot of things 4or 
we have to avoid. 

We cannot afford to stand still, 
or we may be tempted to lie down. 
The man who | lies down in business 
deserves to get run over. Successful 
men are such because they have 
been a little more exact, a little 
more industrious, | a little more en- 
thusiastic — ^in a word, a little more 
alive — than the others. (464) 

Dry Goods J house organ of 
Wyman, Partridge & Co., 
Minneapolis. 
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Lincoln's Independence Hall 
Speech 

I am filled with deep emotion 
at finding myself standing in this 
place, where were collected together 
the wisdom, the patriotism, the 
devotion to principle, | from which 
sprang the institutions under which 
we live. 

You have kindly suggested to 
me that in my hands is the task of 
restoring peace | to our distracted 
country. I can say in return, sir, 
that all the political sentiments I 
entertain have been drawn, so far 
as I have | been able to draw them, 
from the sentiments which originated 
in and were given to the world from 
100 this hall. ' I have never had a | feel- 
ing, politically, that did not spring 
from the sentiments embodied in 
the Declaration of Independence. 

I have often pondered over the 
dangers which were incurred | by 
the men who assembled here and 
framed and adopted that Declara- 
tion. I have pondered over the 
toils that were endured by the offi- 
cers and I soldiers of the army who 



achieved that independence. I have 
often inquired of myself what great 
principle or idea it was that kept this 
confederacy | so long together. It 
was not the mere matter of separa- 
tion of the colonists from the mother- 
land, but that sentinient in the 
Declaration of Independence | which 200 
gave liberty not alone to the people 
of this country, but hope to all the 
world, for all future time. It was 
that which | gave promise that in 
due time the weights would be lifted 
from the shoulders of all men, and 
that all should have an equal chance. 
I This is the sentiment embodied 
in the Declaration of Independence. 

***** 

Now, my friends, can this coun- 
try be saved on that basis? If 
it can, I I will consider myself one 
of the happiest men in the world 
if I can help to save it. If it cannot 
be saved upon that | principle, it 300 
will be truly awful. But if this 
country cannot be saved without 
giving up that principle, I was about 
to say I would | rather be assassi- 
nated on this spot than surrender it. 

Now, in my view of the present 
aspect of affairs, there is no need 
of bloodshed | and war. There is 
no necessity for it. I am not in 
favor of such a course; and I may 
say in advance that there | will 
be no bloodshed unless it is forced 
upon the government. The govern- 
ment will not use force unless force 
is used against it. 

My friends, | this is wholly an 400 
unprepared speech. I did not expect 
to be called on to say a word when I 
came here. I supposed 1 1 was merely 
to do something toward raising a flag. 
I may, therefore, have said something 
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indiscreet. But I have said nothing 
but what I am | willing to live by, 
and, if it be the pleasure of Almighty 
God, to die by. 

(466) 
— ^Abraham Lincoln: Address in 
Independence Hall, Philadel- 
phia, February 22, 1861. 
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Automobile Salesmanship 

We hear a lot of talk today 
about the "Psychology of Sales- 
manship." Some of it is sense and 
a lot of it is nonsense. The | sen- 
sible part of it is merely an attempt 
to analyze and explain the processes 
which ordinarily take place in the 
prospect's mind from the time | he 
notices your product to the time the 
sale is closed. The salesman who 
knows enough practical psychology 
to be able to follow these successive | 
states of mind through which his 
prospect is passing as the sale pro- 
gresses, also knows the right thing 
looto say at the right time. His ( 
remarks are timely and to the point, 
because he is keenly following the 
mental changes his prospect is ex- 
periencing, and is able to shape and | 



direct those changes to his advantage 
by the right kind of selling talk. 
He neither forces the sale too fast 
nor does he allow it | to drag, but 
develops it intelligently and naturally. 

Every customer who buys a 
motor car goes through certain 
mental states which may be ciassi- 
lied roughly | as follows: 

His attention must first be 
called to the car in a way that will 
impress him favorably. This may 
be accomplished by magazine | or 200 
newspaper advertising, by corre- 
spondence, by window display, by 
seeing the car on the street, by a 
statement from a friend, or by a 
personal call | from the salesman. 
Getting a list of prospects means 
simply getting a list of people whose 
attention has been or may be favor- 
ably attracted to | your car. The 
prospect file is one of the greatest 
importance — it is the raw material 
out of which the salesman must 
manufacture his finished | product — 
the purchaser. Every sales organi- 
zation must be incessantly gathering, 
classifying, and following up pros- 
pects. If this is not done, it will be 
in the | same position as a factory 300 
which has insufficient raw material 
on which to work — its efforts instead 
of being well organized and intelli- 
gently directed, will | be scattered, 
spasmodic, and inefficient. 

#c ♦ 4c * * 

Calling attention to a car makes 
a prospect, but seldom makes a 
purchaser. The prospect must be 
followed up. His | interest must be 
aroused. This is the next step in 
the selling process and is most effec- 
tively accomplished by a personal 
call from the salesman. | In cases 
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where this is not possible, resort must 
be had to printed matter and cor- 
respondence. The selling argument 
«o at this point should be strong | but 
brief and confined to striking points, 
easily imderstood, which make an 
impression quickly, but do not con- 
fuse with details that should come 
later. Every | salesman should have 
a detailed and technical knowledge 
of his car, but this knowledge should 
be imparted only when the prospect 
is ready for it. | His interest 
should first be stimulated by a few 
clear, strong statements about the 
essential and impressive qualities 
of the car. (471) 

— The Stewart Lever, house organ 
of the Stewart -Warner Speed- 
ometer Corporation. 
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Telephone Service 

Public service is perhaps the 
noblest product of commercial ac- 
tivity, because it is, as its name im- 
plies, a service to the human race. 



Telephone service | may be placed 
at the head of all public utilities be- 
cause it is the means by which 
direct, instantaneous transmission of 
intelligence is accomplished. Tele- 
phone service | stands alone in the 
field of public service because there 
is no other mode of transmitting 
intelligence which can compete wth 
it, either as regards | rapidity of 
transmission or completeness of the 
intelligence which is conveyed at the 
time the communication takes place. 
By this means any language 
on the I face of the globe may beioo 
used without interpretation. The tele- 
graph, perhaps, may be considered 
the closest competitor, but it is 
necessary that the intelligence | be 
translated from the language of 
speech and writing to that of the 
telegraph code, and back again, be- 
fore it can be conveyed from one | 
communicant to the other. By the 
use of the telephone, the sender of 
the intelligence needs only to express 
his ideas in speech into the | trans- 
mitter, and they are immediately 
comprehended by the recipient with- 
out the necessity of passing the 
intelligence through other hands. 
Since telephone service must be of 120? 
such high order, it is evident that 
those who are in the service must 
be more intelligent and competent 
than those who handle other classes | 
of public service. 



Public service is no longer a 
term to express servitude of one class 
to another, but it is the result of 
loyalty | to a cause whereby the 
members of an organization strive 
for the production of an ideal 
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service to the public. The term 
"service" in the | telephone business 
is too often considered to mean sim- 
ply the operating service of mak- 
ing connections between subscribers' 
lines, which is carried out entirely 
300 by the | operators. It should be 
remembered that while the connect- 
ing together of subscribers' lines is 
the primary object of operating 
service, it is by no means | the all- 
important problem of telephone serv- 
ice. Just as much effort and ability 
are required in keeping up a high- 
class commercial and plant service 
I as are required for carrying out the 
traffic service. There is also often 
too much tendency to separate by 
rigid lines the activities of these | 
three divisions of the organization. 

The Telephone Company sells 
nothing but service, and the invest- 
ment in plant and facilities and the 

400 upkeep of an efficient | organization 
are necessary in order to produce 
the service. Plant service consists 
principally of providing adequate 
plant facilities and of keeping the 
plant in perfect | operating condition. 
Commercial service consists princi- 
pally of dealing with the public 
relative to the most effective classes 
of service which are required for 
different conditions, | and arrange- 
ments with the public for giving 
service, as well as keeping posted on 
general commercial conditions so 
that adequate telephone facilities may 
be provided | for growth. Traf- 
fic service involves the connecting 
together of subscribers' lines, the 
establishment and enforcement of 
rules governing operating service, as 

500 well as determining what equipment | 



facilities are required for adequately 


handling the operating service. 




(509) 


— The Mountain States Tele- 


phone and 


Telegraph Com- 


pany trade journal. The Moni- 


tor. 
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Authority and Responsibility 

Considering first the matter of 
organization, it appears that the 
principle of having authority and 
discretion go with responsibility is 
the one above all others | that is 
most important in obtaining I he 
best results. It should be under- 
stood, of course, that when authority 
is given, an exact accounting should 
be ] required. 

It is much easier to keep author- 
ity to one's self than to delegate it, 
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but as responsibility cannot all be 
assumed by one head, | authority 
likewise must be delegated. 

Again, the sublime importance 
of discipline, organization, and the 
selection of subordinates with direct 
reference to these qualifications, car- 

100 ries with | it an obligation to re- 
frain from meddling with their meth- 
ods and willingness to abide by the 
results. 

There is also an implied obli- 
gation to give I ample scope, for 
this tends to develop initiative, 
individuality, and self-reliance. 

Refrain from vagueness in giv- 
ing a man his commission and in- 
structions, or I in delegating scope 
of operations and authority. Surely 
the men under him ^vill not rate 
your representative higher than you 
do, consequently in every case mag- 
nify I his office; it will, in a word, 
provide such scope and authority 
as will put the man on his mettle, 

200 for only thus can the | right kind 
of development be assured. Often- 
times the mere title selected, if 
appropriate, goes a great way in 
establishing a man's position at the 
outset I and helps to localize re- 
sponsibility by designating clearly 
for what a man is accountable. It 
may be an incentive for record work, 
because a definite | field of compari- 
son is provided. 

Also, intelligently draw the line 
between comradeship and respect for 
superiors. Never be afraid of select- 
ing a "bigger" man than (yourself 
for a subordinate position, if you 
can get him, for one of the ways by 
which a man's executive capacity is 
measured is by | the lieutenants he 
selects to carry out his policy. 



400 



The selection of a suitable man 
for a position is a matter that is 
constantly arising, | and often the 
right one does not appear at hand. 
Whenever this is the case, it is evi- 
dent that an important duty has 
been neglected. | It is a clear in- 
dication that sufficient time and 
interest have not been devoted to the 
most important requirement. Men 
are prone to think of | engines, 
shops, and cars, and neglect men and 
organization. Think of having sev- 
eral, or even a thousand men in a 
department, and none at hand 
for a position. How much time anc 
thought do we give to seeking out 
those who are susceptible of develop- 
ment and giving them opportunities 
and I more responsibility to see how 
they will perform? Possibly one 
may feel that the pay-rolls will not 
stand such experiments, but it is 
clear | that it is poor economy to 
be without enough good men to sus- 
tain an organization. 

A cheap executive is neither 
progressive nor economical. Having 
the I right man for a position, he 
should be given every opportunity to 
progress. Every reasonable incen- 
tive or inducement should be held out 
to him to I "think" and make his sou 
thoughts known. An opportunity to 
demonstrate, to sonie extent, some 
of the creations of his mind, is the 
food on which | the thinking man 
lives. 

There is a crying need for more 
systematic methods of training young 
men for advancement. The great 
number of changes made | during the 
past few years in the motive power 
departments of many large roads is 
impressive. It points forcibly to 
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a serious weakness. Giving due | 
weight to the occasional advantage 
of "new blood," these wholesale 
changes ought not to be necessary. 
Theoretically, every man should 
consider it a very important |part 
of his work to prepare his own suc- 
cessor. Subordinates should be se- 
cured with the view of the possibili- 
ties of advancement, and the most 
successful I men of the future will 
be those who apply this broad and 
fundamental principle. (639) 

— General Order to Executives, 
American Telephone & Tele- 
graph Company. 



ARTICLE 55 


witnessing 


solution 


gradual 


standard 


consumable 


* * * 


minimiun 


efl5ciency 


workingmen 


vmits 


enormous 


collective 


discouragement 


centralizing 


financial 


initiative 


handicrafts 


welfare 


unpropitious 


integral 


unpromising 


indispensable 


contributing 


prestige 


leading 


attitude 


relatively 


axiom 


demands 


friendliness 


personnel 


coupled 



The Personal Factor in 
Industry 

We are witnessing today a 
gradual but complete reorganization 
of the American industrial system. 
In past years we aimed to realize the 
quickest and largest | turnover and 
return of profit on the investment in 
each line of manufacture. We did 
this by the production at minimum 



cost of a I maximum consumable 
quantity of standard products. This 
industrial policy, while productive of 
enormous financial .gains, has had 
the effect of generally reducing Ameri- 
can workingmen to | the plane of 
mere operatives of machinery. The 
result has been, through the dis- 
couragement, on the one hand, of 
the demand for and purchase of | loo 
high-priced hand-made and well- 
made special products, a falling-off, 
on the other hand, in the pursuit of 
the particular trades and handi- 
crafts J calling for the ability, care, 
and skill to make such products. 

The industrial and commercial 
situation caused by the working out 
of this tendency — an | unpropitious 
and unpromising one — has forced us 
to thoroughly investigate all the 
contributing causes. As a result 
of this investigation, there is a grow- 
ing recognition | of the importance 
of the personal factor in business 
organizations. Mechanical divisions 
of industry have received much atten- 
tion during the past twenty to thirty 
years, | and the development along 200 
these lines has been relatively satis- 
factory. 

The machinery in use in Ameri- 
can industry is modern and efficient. 
Equipment in general may | be said 
to be the equal of industrial equip- 
ment anywhere, but the personnel of 
American industry is not the equal of 
that to be found | in several of the 
leading nations with which the United 
States must compete industrially. 
The efficiency of the individual em- 
ploye is a problem quite separate | 
and distinct from that of efficiency of 
equipment. Unfortunately this fact 
has not as yet been fully sensed. 
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Its solution demands entirely dif- 
300 ferent treatment than | that which 
has proven effective in raising the 
standard of equipment. 

* * * 4i * 

There are two ways of promot- 
ing general efficiency — ^that is, of 
developing intelligent "team | work." 
One is through a centralizimg of 
authority and direction in which the 
imits act as parts of a carefully 
devised machine. The other is | 
through friendly cooperation and 
interest in which the units maintain 
their independence and initiative. 
We believe the latter to be the only 
way by which | collective efficiency 
can be developed and maintained in 
this country. To make the effi- 
ciency of individuals effective in the 

400 mass, we must turn to cooperation| 
not only among employes but be- 
tween employes and employers. The 
employer does not do his whole duty 
in encouraging efficiency when he 
pays his employes | good wages for 
their effective labor. He must show 
his employes unmistakably that he 
is distinctly friendly toward them, 
that he is personally interested in | 
their welfare, that at no point may 
a line be drawn between him and 
those who work for and with him. 
The wise employer will | take his 
employes rather freely into his con- 
fidence. He will make them feel 
that they are an integral part of his 

500 business and an indispensable | fac- 
tor in his success. The employes 
will not be treated as "hired men," 
but as co-workers with the employer 
in friendly combination for the suc- 
cess I and prestige of the business. 

On the other hand, the employe 
shoidd maintain a mental attitude 
towards his employer, the business, 



and his fellow employes, | that not 
only invites, but compels the frank 
and friendly cooperation of every 
one connected with the business. "If 
you would have friends, you must | 
show yourself friendly" is an axiom 
that every employe should make the 
guiding principle of his relations 
to the men higher up. Efficiency 
without this | friendliness, this warm 6oo 
personal interest between employer 
and employes, always will be an 
uncertain quantity; while efficiency 
coupled with hearty and frank co- 
operation cannot fail | to meet any 
of the demands that new trade condi- 
tions are practically certain to make 
upon the industry and commerce of 
the United States in | the days that 
are even now close upon us, (659) 
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Credit and Capital 

I have always claimed that 
under normal business conditions a 
stated amomit of capital (borrowed as 
well as invested) should allow a con- 
cern in any | line of business to carry 
a certain amount of merchandise. 
This merchandise later is converted in- 
to bills and accounts receivable; later 
on into cash; and | upon these trans- 
actions, subject to the charges of 
conducting the business, there should 
be realized a certain amount of net 
profit. AU of these items | in a well- 
organized and weU-conducted busi- 
ness should be in relative propor- 
tion one to the other. And if the 
100 best results are to be | attained, 
the management of each concern will 
see to it that each dollar of its capi- 
tal carries its proportion of mer- 
chandise, and will also see | to it that 
the merchandise is moved rapidly 
and converted into a bill or account 
receivable, and that its outstanding 
debts are promptly collected, and | 
that its cash is used to reduce 
materially, or entirely liquidate, its 
indebtedness, thereby saving inter- 
est and expense. We have in a 
number of instances | followed this 
natural sequence in business and 
have foimd any number of instances 
where each dollar of capital (invested 
200 or borrowed) was not performing its | 
full duty; and following the matter 
still further, we found it due to 
either extraordinary expenses, or 
losses, or due to indolence and a lack | 
of an aggressive policy in handling 
the affairs of the concern. These 
are "earmarks" which will denote a 
condition of this kind, and we be- 



lieve I that it is our duty to examine 
these conditions thoroughly. 

***** 

As an illustration of this, some 
years ago, a certain firm reported 
in its statement | an invested capital 
almost equal to the amount of its 
annual sales. At the same time its 
statement showed a substantial lia- 
bility for borrowed money. | Itaoo 
seemed incredible that a working 
capital, invested and borrowed, of 
more than the amount of the annual 
sales could be correct, but that is | 
what this report showed. Upon closer 
analysis and further information, it 
was f oimd that in the accounts receiv- 
able of the firm there were many old | 
accounts running years back, which 
it was carr3dng as good accounts, 
and also substantial sums due the 
firm from the partners, which were, 
in other words, | overdrafts. When 
the statement was all boiled down, 
it was found that their actual capi- 
tal was less than one-half that re- 
ported in the statement. | These 400 
are the "earmarks" which, upon 
close observation and the knowledge 
of credit, prove invaluable to one's 
institution. 

It is vitally important in examin- 
ing and I passing upon a statement 
that one should be thoroughly famil- 
iar with the conditions surrounding 
the business during the year. Con- 
ditions may have made it impossible | 
for any concern to make money, 
and where a concern reports a gain 
in its capital, one owes it to himself 
and to his institution | to inquire 
thoroughly and closely as to the 
causes which produced such a result 
when all the conditions were adverse. 
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500 As an example, we have | the 
accounts of a number of houses 
in the same interior city in identi- 
cally the same line of business, and 
while the amoimt of their | capital 
varies (and, consequently, their vol- 
ume of business), we can, each year, 
by working out the percentages, see 
• which concern is obtaining the best 
results I upon its volume of business 
and the amount of its capital. 

From the standpoint of good 
banking, it is not in the province of 
any | bank to furnish permanent 
working capital for any one of its 
depositors. A bank whose liabilities 
are all payable on demand should 

600 observe closely the | well-established 
rule that its borrowers should at 
some time during each twelve months 
liquidate their indebtedness to the 
bank for a reasonable period of | time. 
In my opinion, this is neither unjust 
nor arbitrary, and is dictated by 
well-demonstrated and sound bank- 
ing and business logic. 

I have always | believed that an 
independent audit by a firm of 
certified public accountants is de- 
sirable. And from the standpoint 
both of the borrower and the lender, | 
it is wise at least once a year to have 
the affairs of a firm or corporation 
examined and audited by a high- 

700 class firm | of auditors. (702) 

— Joseph B. Martindale, Presi- 
dent, Chemical National Bank 
of New York, before the 
American Bankers Association. 
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The Rotary Code of Ethics for 
Business Men of All Lines 

My business standards shall have 
in them a note of sjnnpathy for our 
common humanity. My business 
dealings, ambitions, and relations 
shall always cause me | to take into 
consideration my highest duties as 
a member of society. In every posi- 
tion in business life, in every re- 
sponsibility that comes before me, 
my chief thought shall be to fulfil 
that responsibility and discharge that 
duty so that when I have ended each 
of them, I shall have | lifted the 
level of human ideals and achieve- 
ments a little higher than I found 
them. In view of this, your commit- 
tee holds that fundamental in | aioo 
code of trade ethics for International 
Rotary are the following principles: 

First: To consider my vocation 
worthy, and as affording me dis- 
tinct opportunity to | serve society. 

Second: To improve myself, in- 
crease my efl5dency, and enlarge my 
service, and by so doing attest my 
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faith in the fundamental principle of | 
Rotary, that he profits most who 
serves best. 

Third: To realize that I am a 
business man and ambitious to suc- 
ceed; but that I am | first an ethical 
man, and wish no success that is not 
founded on the highest justice and 
morality. 

Fourth: To hold that the ex- 

200 change of | my goods, my. service, 

and my ideas for profit is legitimate 

and ethical, provided tljat all parties 

in the exchange are benefited thereby. 

Fifth : To | use my best endeavors 
to elevate the standards of the voca- 
tion in which I am engaged, and so to 
conduct my affairs that others in | 
my vocation may find it wise, profit- 
able, and conducive to happiness to 
emulate my example. 

Sixth: To conduct my business 
in such a manner that | I may give 
a perfect service equal to or even 
better than my competitor, and 
when in doubt to give added serv- 
300 ice beyond the strict | measure of 
debt or obligation. 

Seventh: To understand that 
one of the greatest assets of a pro- 
fessional or of a business man is his 
friends, | and that any advantage 
gained by reason of friendship is 
eminently ethical and proper. 

Eighth: To hold that true friends 
demand nothing of one another, | 
and that any abuse of the confidences 
of friendship for profit is foreign to 
the spirit of Rotary, and in violation 
of its Code of | Ethics. 

* « * « >it 

Ninth: To consider no personal 
success legitimate or ethical which is 
secured by taking unfair advantage 
of certain opportunities in the social 



order that | are absolutely denied 4oo 
others, nor will I take advantage of 
opportunities to achieve material 
success that others will not take be- 
cause of the questionable morality | 
involved. 

Tenth: To be not more obligated 
to a Brother Rotarian than I am to 
every other man in human society; 
because the genius of | Rotary is not 
in its competition, but in its coopera- 
tion; for provincialism can never 
have a place in an institution like 
Rotary, and Rotarians assert | that 
Human Rights are not confined to 
Rotary Clubs, but are as deep and 
as broad as the race itself; and for 
these high purposes | does Rotary aoo 
exist to educate all men and all 
institutions. 

Eleventh: Finally, believing in 
the universality of the Golden Rule, 
ALL THINGS WHATSOEVER YE 
I WOULD THAT MEN SHOULD 
DO UNTO YOU, DO YE EVEN 
SO UNTO THEM, we contend that 
Society best holds together when 
equal opportunity is accorded | all 
men in the natural resources of this 
planet. 

Summary 

the motive of the code 

It is not the Greek motive of 
Ethics, which is | based upon per- 
fecting the person and perpetuating 
the State simply to preserve the 
Ego, but this code is predicated on 
love. That is, the Rotarian | does coo 
not do right simply because it pre 
serves himself, but because he had 
rather be destroyed than to destroy 
another. This code of ethics is | 
founded on love. 
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THE VALUE OF THE CODE. 

This Code does not take sides 
in the present dispute in society 
between the Conservative and the | 
Liberal. It argues nothing merely 
because it is conservative or liberal. 
This Code seeks one thing — the 
value — the utility of the Ethics it 
propounds.! The utility of the Code 
and not its liberalism nor its con- 
servatism has been the ideal of the 
700 men who wrote it. By this it | must 
stand, for by this it cannot fall. 

(708) 
— ^Adopted by the Sixth Annual 
Convention of the Interna- 
tional Association of Rotary 
Clubs at San Francisco, July 
19-23, 1915. 
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Response to Addresses 
OF Welcome. 

The National Education Asso- 
ciation of the United States has, in 
the past sixteen years, accepted for 
the fifth time the invitation of Cali- 



fornia to meet | in this great state. 
We have in this period met twice 
in the City of the Angels. We were 
to have met here at the | time of 
the great fire. We met here four 
years ago and are now here again. 
The imboimded hospitality of Cali- 
fornia, like her mountains, her | val- 
leys, her seas, and her climate, must 
be seen to be appreciated. We are 
grateful for the graceful words of 
welcome which we have heard | io3 
today. To sq^le of us it is a home- 
coming. No one can live in this 
state for two years as I have done j 
and not feel the thrill of your greet- 
ing. 

This great National Education 
Association represents about seven 
himdred thousand teachers and about 
twenty-two million children. | More 
than any other organization in 
the United States, it has for its 
purpose the imification of education 
and the promotion of the whole 
field. I Other organizations have for 
their aim the promotion of some nar- 
row field of education. The Na- 
tional Education Association stands 
for them all, from the kindergarten | zco 
through and including the univer- 
sity. The kindergarten teacher, the 
one-room country-school teacher, and 
the professor in the university are 
all equally at home, | and each is 
an essential factor in the education 
of the children of the Republic. 
* * * * * 

As we walk about this great 
Exposition across the Bay, | which 
the energy and brains of California 
have brought here from every part 
of the earth, we gaze in admiration 
and awe at it all, | but alas, in a few 
months it will all vanish away. 
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But the mind of man that has 
3C0 achieved it all will go on achieving | 
still greater and greater things. 
Herein lies the supreme importance 
of the work of the members of this 
National Education Association. 
Our work is not in | brick and mor- 
tar, nor stone nor bronze that will 
crumble away, but in training char- 
acter and hmnan souls that will live 
forever. Our work | is in things 
eternal that shall never vam'sh. It 
is for this reason that the managers 
of this great Exposition have made 
education the foundation | on which 
their great structure is builded. A 
belief in education has become uni- 
versal. Never before in the history 
400 of this country has there been | such 
a series of programs of such wide 
general interest as are found in the 
great cities of educational congresses 
held in connection with this | Exposi- 
tion. Never before has there been 
such a gathering of the educational 
men and women of the United States. 
But for the terrible war now | raging 
across the waters, this would have 
been true also of foreign lands. We 
welcome the more all those who in 
spite of this awful | cataclysm have 
come to us and who will contribute 
so much to these gatherings. We not 
only extend hearty greetings and 
500 good will to them, | but through 
them to all the countries of the 
world we extend our earnest hope 
and prayers that peace will soon 
come to them, and | that they will 
enjoy forever a reign of justice and 
law. 

« i¥ * * * 

In the light of the world-con- 
flict engaging the energy and re- 
sources of the I world today, we may 



well pause and reflect that while 
educational institutions of the world 
have outlived states and constitu- 
tions and have been of untold I bene- 
fit to mankind, they shall not wholly 
have fulfilled their mission imtil 
through the discovery and promulga- 
tion of truth they shall give to all 
nations | the international mind, which eoo 
shall place justice above patriotism 
and humanity above nationality. 
May these international congresses 
be a link in the chain which shaD | 
bind nations into a universal brother- 
hood. 

My friends, we are proud to 
come here representing many nations 
and all the states of this Union, 
fired I with the love of education, 
and in the belief that we represent 
a grand army of the Republic which 
is mightier to save than all the | mil- 
lions of loyal soldiers who, led 
by the spirit of militarism, are march- 
ing to destruction and death. 

May every teacher in attendance 
at this I Congress return to his other 700 
work with a lighter heart and a 
clearer vision of duty. In no better 
way can we thank California today. | 

(725) 
• — Response to Addresses of Wel- 
come — ^Joseph Swain, Presi- 
dent, Swarthmore College, 
Convention of National Edu- 
cation Association, Oakland, 
Cal., August, 1915. . 
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How One Business Man Trains 
His Stenographers 

In training a stenographer I give 
her as great a variety of work as 
conditions will permit. She should 
know how to do billing, legal | work, 
filing, and in fact everything that is 
contingent upon stenography. Dur- 
. ing the first portion of her probation 
period, and until she becomes ac- 
customed to I her new surroundings 
and fairly conversant with the busi- 
ness, the work assigned must be of 
a more or less routine character. 
In our office the | first duties are 
the writing of brief letters, acknowl- 
edgments, notifications, simple bills, 
and the performance of elementary 
filing, and work of a general nature 
103 covering | the rudiments of the office 
detail relating to the stenographic 
force. 

As she improves in speed, the 
more technical work is now and then 
given I and gradually increased m 
volume so that she absorbs and un- 
consciously accustoms herself to the 
handling of complex details rapidly 
and without undue "fussing." 

By I "mixing" the work in this 
way, it is made less monotonous and 



the force in general more efficient. 
I promote stenographers who are 
in the | office in preference to em- 
ploying outsiders for the higher posi- 
tions, and our girls know that if they 
prove their capacity they will be 
advanced. This | knowledge places 20D 
an incentive in the work, and the 
"mixing" of functions and operations 
allows them to accept promotions 
when they come without much special 
I preparation or instruction. 

Style is a question of judgment 
and should express the individuality 
of the concern. Ideals and stand- 
ards should be set, and the | work 
executed in conformity with these. 
Before writing each letter, for ex- 
ample, the stenographer should look 
over the notes and lay out the letter 
accordingly. | If the notes are few, 
the message should be either written 
on a short letterhead or on a large 
one with double-spaced typing and 1 300 
wide margins. Where the notes are 
many, the margins are narrowed to 
one inch or three-quarters of an 
inch, giving more writing space be- 
tween I paragraphs. These are our 
office standards. In addition, each 
girl is given a set of long, short, and 
medium length letters typed in the 
style I we approve, for placing, spac- 
ing of margins, and the like. Except 
in rare instances, the punctuation 
is left to the stenographer, and as 
we endeavor | to have only girls 
who are fairly well educated, they 
should be able to do this better 
from the notes than the dictater 
can as | he delivers himself. wo 

itt * nn * * 

I never scold or find fault with 
a stenographer, but I believe in 
criticism. Scolding destroys the self- 
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confidence I want to | cultivate and 
makes the girl nervous. Fair criticism, 
on the other hand, is welcomed by 
conscientious people who are desirous 
of becoming efficient workers. I | 
explain my criticisms so that they 
may learn the methods I desire them 
to use. I am just as keen in recog- 
nizing progress, intelligence, and | 
initiative. Comment upon the notes, 
speed, appearance of the letters, and 
so on, I believe, gives the stenographer 
an incentive to improve her work. 

500 The I most effective apprecia- 
tion, of course, is an increase in pay. 
It is well always to keep up with 
the stenographer in salary and let 
her I know that as she improves she 
will have more money, but not to 
give an advance in salary unless it 
is really earned. I consider | fifteen 
dollars a week for a trained under- 
stenographer is sufficient under ordi- 
nary conditions. Head stenogra- 
phers, correspondents, and operators 
of unusual ability should have no limit 
I in salary, since this depends entirely 
on their value to the firm. 

The salary increases of a new 
stenographer should hinge entirely 

600 upon the progress | made, and she 
should understand that when she 
attains a certain standard, her salary 
will be raised accordingly. The rates 
of increase for a beginner | starting 
on a salary of seven dollars a week, 
I base on a classification something 
like this: 

Note-faking speed $2 

Machine speed 2 | 

Accuracy and style 2 

General efficiency 2 

I have found that the average 
beginner develops note speed in 



from three to six | months and dis- 
pla3rs such a marked advance in 
machine speed, style, and accuracy in 
the following three months that an 
increase is earned covering half | of 7oo 
rates two and three. The other 
advances follow at such periods as 
the office standards have beea ful- 
filled, and vary in time and amount | 
with the individual. At the end ot 
the second year at the latest, the 
stenographer should be earning her 
full quota of fifteen dollars. (749) 
— ^H. A. Harris, "How I Choose 
and Train Stenographers," in 
System. 
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Training Men for Promotion 

A railroad president recently 
made this observation and asked 
this question: "What troubles me 
most is the question of promotion 
of men to subordinate executive | 
positions. I don't know who should 
be promoted, and my department 
heads don't have proper confidence 
in their own recommendations. Can 
you suggest a way | to promote men 
intelligently?" 

American railroad officials have 
attained their positions either be- 
cause of or in spite of the conditions 
under which they came to | the 
front. These thoughts are based 
upon the opinion that they have 
come to the front in spite of unfavor- 
100 able conditions. They are also based | 
upon the belief that railroad prob- 
lems of the immediate future will 
create demands for ability beyond 
the possibility of present methods 
to supply. They are | further based 
upon the conviction that the selec- 
tion, training, and promotion of their 
personnel is the problem of supreme 
importance before railroads today. 
The object | of your speaker is 
to reveal this problem and show how 
it may be solved by inspired leaders 
of a railroad organization. 

The time-honored | method of 
waiting for executive force and 
leadership to reveal itself in the 
ranks has produced magnificent men, 
200 but this method will not meet the | 
great need now coming upon us. 
It is inadequate. It will result in 
a famine of leadership. It belongs 
to the past days of relatively | small 
things. You must make men. You 



cannot afford to wait for them to 
make themselves. 

***** 

On the other hand, the plan 
adopted by some | railroads a gen- 
eration ago and now coming to new 
life — that of training young men, 
usually college men — announcing that 
they are being trained for | ofl&cial 
positions — ^is imquestionably wrong 
in principle and is doomed to failure. 
With some notable exceptions, it 
has failed generally, and for a very 
definite | reason it is sure to con- 300 
tinue to fail. West Point and Annap- 
olis plans are ideal for the army and 
navy, because enlistments in the 
rank | and file are for limited periods, 
and the majority of recruits leave the 
service in early manhood. It is, 
therefore, necessary to train many 
young I men specifically as officers 
of the army and navy. Success of 
railroads, however, largely depends 
upon the permanent enlistment of 
its rank and file. This | changes the 
entire problem. It is from the 
ranks of enlisted men in railroad 
service that most of you have come. 
It is from the | same source that«o 
nearly all of the great railroad 
leaders of the time have come. 
It is from the rank and file that the 
very | greatest leaders of the world 
have come. Railroads will fly in 
the face of the history of achievement 
if they forget this fact. It is | safe 
to predict that the same source will 
supply the even greater leaders 
that the future will require. When 
you announce that young college 
men | are being trained for official 
positions, you slam the gates to 
advancement in the face of the 
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man in the ranks. This plan has 
SCO brought | exactly this result on one 
of our great railroads. It is not fair 
to the college men. It is not fair 
to the rank and | file. 

in in * * :¥ 

Great works require great lead- 
ers. Great leaders require perfection 
of training in the ranks. Perfec- 
tion of training in the ranks in turn 
produces and | develops great lead- 
ers. Therefore, it appears that the 
men in high authority today will 
leave the legacy of greatest value 
to the future if they | properly attend 
to the training of the recuits coming 
into the ranks. 

For success, all large business 
organizations must depend upon abil- 

eooity, fitness, training, and | loyalty 
of men in the ranks and of subordinate 
executive ofl&cials. Because its or- 
ganization is scattered over thou- 
sands of miles, this is particularly 
true of I a big railroad. Picture your 
own position as a railroad officer if 
you could depend upon the individual 
shopman, trackman, yardman, brake- 
man, conductor, fireman, engineer, | 
despatcher, agent, or clerk to do 
the right thing at the right time and 
intelligently to devote the hours of 
his day to that part | of your problem 
for which he is responsible. You 
would have time to think and time 
to plan. Your mind would be free 

700 for the | larger tasks and larger 
opportunities before you. Your desk 
would not be piled high with the 
useless official literature of today, 
the burden of which | is, **Please 
explain." Today we are looking for 
the genius and are overlooking the 
production of good workmen. We 
are depending upon officers. We 



need | to depend upon men. Trained, 

properly educated, and encouraged 

workmen will provide good officers 

later. (765) 

— From an address by Mr. Geo. 

M. Bosford, Chief Engineer, 

Railroad Department, J. T. 

Ryerson&Son, New York, on 

the subject, "Training Men 

with Reference to Promotion." 
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Success 



The first thing to realize is that 
Success is positive, not negative. 
It consists in doing, not in not doing; 
in creating, not in preserving; | in 
attack, not 'defense. In the battle 
of life, as in any other kind of a 
fight, the main thing is to hit first 
and I hit hard. Success is a result- 
ant of force, not of protection. There 
are two kinds of forces, inner and 
outer. The inner forces are of | the 
body, of the mind, and of the feel- 
ings. The body forces are included 
in the term health. 

Health is primarily not an affair 
100 of I care, cleanliness, and absten- 
tions. These things are of impor- 
tance. But vastly more important 
is your vitality, steam, go, push, 
and, in general, your energy of | self- 
expression. Look to your overcom- 
ing power, not your endurance ca- 
pacity. "To him that overcometh 
will I give the crown." 

For instance, microbes swarm 
everywhere. | Everybody's mouth 
and nasal passages have many of 
them, germs of typhoid, pneimionia, 
grippe, tuberculosis. The healthy 
body is the one that resists them, 
throws I them off , destroys and elimi- 
nates them. 

It is not antiseptic soap and car- 
bolic acid that measure our health 
efficiency, but the vigor of the fight- 
200 ing I phagocytes of the blood. So 
in the mind it is the power to give 
forth energetic thoughts of right, 
good, self-assertion, vitality, and 
accomplishment, | that counts more 



than your power to withstand temp- 
tation. 

* * * « « 

The brain constantly occupied 
with the forth-putting of strong, 
formative plans has no room for | 
the sickly and debilitating struggles 
against weakness and sin. 

The feelings, also, which arc po:i- 
tive and creative should be encour- 
aged, as opposed to those which | are 
merely resistive. 

The strongest positivity of the 
soul is love. The more you can love, 
the more you mean to the world. 
Fill your | life with love. Feed on 300 
it daily. Live in its atmosphere. 
It is the ozone of supermen. 

Love of women characterizes 
forceful men. Love of | children, 
of friends, of comrades, means you 
are vibrating with creative electric 
imits. Add to these, love of your 
work, which is enthusiasm; love of | 
play, which rejuvenates potentiality; 
love of the beautiful, which opens 
you up to Nature's in- streaming 
forces; and love of the good and just 
and I right, which attaches you to 
the Infinite, and makes "the stars 
in their courses" fight for you. 

All this does not imply that you 
are | to be careless, unclean, and*)0 
undisciplined. 

You must observe your proper 
prohibitions. You must resist and 
sacrifice to a degree. But the point 
is that I to address one's self mainly 
to not-doing is the program of the 
weak. The successful are too busy 
doing to waste time wrestling with | 
temptations. 

Rules of diet, medicines, and hy- 
gienic cautions are for the folks who 
loaf aroimd sanitariums. Woods- 
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men, trappers, hard-muscled black- 
smiths, and homy-fisted workmen | 
don't need them. 

Virtue is a positive emanation. 

It is the supreme expression of a 

properly adjusted soul. It is not 

^^ a celibate washed-out, | negative, 

aseptic hothouse affair. 

« « « 4e * 

Do! Think I Love I Create! 
Go! Fight! That way Success lies. 

To overcome pain, be hard! 
Don't be afraid of danger; it's | the 
strong man's friend. Don't dabble 
with medicine bottles: go to work. 
Don't read "the imoxidized philoso- 
phers;" read books that give you 
courage. And don't | enervate your- 
self with morbid religions. Touch 
no religion that does not make hope, 
dispel fears, inspire love, and arouse 
you to service. So much for | the 
forces inside you. Your success, 
however, depends quite as much 
upon forces outside you. 

You are living in a world vibrant 
600 with superhmnan energies. | There 
is Gravitation — ^you can't fight against 
that; and the Atomic Energies, and 
Electricity, Heat, Cold, Wind, Steam, 
and the like. 

Besides these potencies of | mat- 
ter, there are such forces as Public 
Opinion, Other Men, Prejudices, 
Ignorance, Organization, Institutions, 
and so on. 

You cannot beat these down 
with your pimy | might. You must 
learn to make them help you, not 
to crush you. And the word here 
is adjustment. 

The sailor cannot control the 
wind, I but he can set his sails and 
make the adverse breezes aid him. 
The engineer knows how to adjust 



the giant strength of steam to 
obey his hand. Study, therefore, 
the vast forces that sway men's 
minds. Find out how to utilize them. 
Man is supreme over a horse 



700 



because 

bit' 



in 



he knows enough to put a 
the horse's mouth, and the 
horse doesn't know enough to spit it 
out. 

A man becomes successful | not 
by his inner force alone, but by his 
skill in using, cooperating with, and 
adjusting himself to Nature, Man- 
kind, and the Infinite. 

As to I yourself then — Be Bold! 
As to God and His World— Be 
Teachable! And Success is yours. 

(791) 
— ^Dr. Frank Crane, in Pictorial 
Review. 
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Farming as a Business 

Is farming a business? It ought 
to be and the Agricultural Depart- 
ment at Washington and the agricul- 
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tural colleges and those leaders who 
are most interested, | say it is; and 
yet, if we were to ask the average 
farmer why he is a farmer, in most 
instances he would answer, "To | 
make a living," and seldom would he 
say, "Because it is my business." 

Among business men we have 
those who are traders. They are 
those I who buy from one and sell 
to another. They are the "middle" 
men. They are the wholesalers and 
jobbers and retailers. We call them 

100 merchants. | Then there are those 
who make things, who produce things, 
and who take raw materials and turn 
out useful commodities. These are 
known as manufacturers, industrial- 
ists, I producers, and of these the 
greatest is the farmer. 

Many farmers perform not only 
the function of the producer but also 
of the middleman. | He is the jobber 
or the retailer. But he cannot be 
either of these things successfully 
unless he is all the time a business 
many \ exercising the same judgment 
and care and skill that are necessary 
to make a success of any other kind 
of business. 

200 As a producer and | manufactur- 

er, the farmer's investment is greater 
than that of any other line of industry 
offering the same returns. His plant 
is bigger — his products are | more 
diversified, and many of his opera- 
tions are more hazardous from a 
financial standpoint than any other 
business on earth. 

He * * * « :|c 

I am saying these things | to 
accentuate the fact that of all busi- 
ness men the farmer has paid the 
least attention to conducting his 
business on business principles. He 



gives I the least study to business 
methods as applied to his farm. He 
knows less about his plant (because 
that is what his farm is) than | anyaoj 
other manufacturer or industrialist. 
His methods are the "hit -or -miss" 
methods of the "vest-pocket" busi- 
ness man. From a money-making 
standpoint, his | profits and his losses 
for the year are unknown quantities. 
What cash he has is in bank or in 
his pocket. What is owed to | him 
or what he owes is "carried in his 
head." He doesn't know much about 
the cost of the things he produces. 
He can seldom | tell you whethdr a 
corn or potato or any other crop 
has been raised at a profit or at a 
loss. He gives no attention | to «» 
the value of his own labor or that of 
the members of his family, or of the 
proper distribution of labor in arriv- 
ing at I the cost of hLs various farm 
productions, whether the labor is 
paid for or not. Such elements of 
cost as rent, interest, insurance, 
taxes, wear | and tear and deprecia- 
tion of machinery and power plant. 
items on which every manufacturer 
is intimately informed, are practi- 
cally unknown quantities in the 
establishment of | the farmer. 

Of course, there are notable ex- 
ceptions to all this, and there has 
been much improvement in recent 
years. The great leaders in agricul- 
ture I in the various states have been sou 
disseminating new ideas. Many of 
them have introduced the same 
methods that have made them suc- 
cessful in other lines. | I am con- 
vinced that the time is not far dis- 
tant when the general awakening 
among the farmers will be such that 
through the adoption of ( better meth- 
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ods and a study of the same elemen- 
tary principles of profit that are 
observed in other lines, farming will 
be placed on a sound | business basis. 

No business of any magnitude 
can be conducted successfully with- 
out an adequate system of accounting. 
"The story of the books" guides the 

600 business | man in his various opera- 
tions. They are the barometer and 
compass of his enterprise. They em- 
phasize his expenses and they show 
the sources of his | income. 

Bookkeeping to the business man 
is indispensable. Just the moment 
a farmer becomes a business man, 
bookkeeping is equally indispensable 
to him. He has | a most intricate 
establishment with infinite details 
to manage. His expenses must be 
closely watched. His opportimities 
for loss are almost inniunerable. 
His sources cf | income must be 
definitely ascertained. My experi- 
ence as an accoimtant began over 
thirty years ago. As a practical 
farmer, I can state with authority 

700 that no other business in existence 
would require a system of account- 
ing quite so intricate, quite so diffi- 
cult or one in which the accoimtant 
would have | to exercise greater 
judgment and wider discretion in 
his classification of facts, than that 
of the farmer, if his daily transactions 
were to be recorded | as accurately 
and as scientifically as they are re- 
corded in many other lines of busi- 
ness. But it is too much to expect the 
adoption of | scientific farm records 
all at once. At present, the farmer 
seldom has the time or the inclina- 
tion to give very much attention to 

800 bookkeeping for | his farm. (802) 
— H. M. Rowe : The Black and 
White Record. 
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Rules for Taking Dictation 

Some men desire their dictation 
transcribed verbatim. Others think 
they do, but if they actually saw it 
in print, word for word as dictated, 
they I would denounce you as a 
perpetrator of mischief, and declare 
they "never said anything of the 
sort." A third class realize that 
they are imperfect | creatures, like 
all of us, and frankly tell their 
stenographers if they discover any 
mistakes to use their best judgment 
in making whatever changes are | 
necessary to render the letter cor- 
rect and readable. 

As a matter of fact, few men are 
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competent to dictate work that may 
100 be transcribed verbatim. | Public 
speakers, literary men, and some 
lawyers belong to this class. Not 
one business man in five himdred 
can do so, except on state occasions — | 
when he has prepared notes be- 
forehand. 

The first thing for a stenographer 
to find out is to which of these classes 
she has fallen victim. | The first 
criticisms on her work will probably 
enable her to classify her dictater, 
and this done, the remainder is 
"tact." The girl who has ( astereo- 
t)rped way of doing things and who 
cannot adjust herself to different 
conditions, stands in the way of her 
200 own success, as she can | fill only a 
certain kind of position — which she 
rarely gets. The wise stenographer 
uses all her tact to please the person 
whose work she | is doing, whatever 
may be his idios)mcrasies. 

The man who wants his work 
transcribed verbatim is, of all, the 
easiest and most advantageous to 
work I for — provided he really is a 
competent dictater — for it is plain 
sailing on the part of the stenog- 
rapher. 

The one who merely "thinks he 
I does" presents a more difficult 
problem ; and yet with a little tact it 
is often quite easy to please him. 
300 In a case of this | kind, leave the 
form of the letter intact as far as 
possible, inserting or eliminating a 
word here and there or turning a 
phrase, to | smooth over the rough 
places. The daily criticisms will 
soon enable you to know just how 
much you may "cut and slash" with 
impunity. 

The I third class, though emi- 



nently satisfactory people to work tor, 
are by no means easy. The ste- 
nographer really has all the work to 
do. She is | responsible not only^ 
for her legitimate part of the work,; 
but for the dictater's as well. Ini 
such a position one often loses speed, ; 
but I the knowledge gained by prac- 1 
ticajly shouldering the correspond-: 
ence of the concern is invaluable. | 
It is not unusual, when one shows 
ability in this line, to | be raised 
to the position of "correspondence 
clerk." 



A few days will give you an 
imderstanding of your employer's 
wants. It is your business to | con- 
form to his ideas as nearly as p>ossible, 
regardless of whether they coincide 
with your own opinion of how the 
work should be done. Do | not 
indulge in any controversies ovet 
grammar or spelling, even though 
you know you are right. After 
expressing your opinion, if the man 
stubbornly insists | that you are 
wrong, make the change as requested. 

The letter will not bear your 
signature, and even though the reci- 
pient pronounce it a "stenographer's 
I mistake," (which he undoubt- 
edly will) this will not harm you. 
Your recommendations will come 
from the firms who have employed 
you, not from their correspondents. 

As the days go by, and you begiE 
to feel more at ease in your new 
work, you will naturally become 
better acquainted with your | fellow 
employes. Be courteous to all, bul 
do not become too friendly will 
any. It is a safe rule "not to mb 
business and social | interests." 

If there is friction among em 
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'es, avoid becoming identified 
I any clique or faction. If you 
I a personal grievance, go straight 
"headquarters" | and lay your 

frankly before your " employer. 
ime that he is your friend imtil 

have proof to the contrary. 
will often prove | a most valu- 
one. 

Never lend yourself to "ofl&ce 
ip" regarding employers or em- 
es. 

Do not read or receive callers 
ng business hours. If you | 

yourself without any work at 
1, look up something to do. 

your desk in order, overhaul 
r machine, lay in a fresh supply | 
itationery, or occupy your time 
)me useful way. 

Be strictly business from the 
aent you enter the office each 



it at night, 
behind you, 



ning until you leave 

Jn the door closes 

t shut out from your mind every 

ness thought. Give yourself over 

rest and | recreation imtil you 

m. 

Never disclose the contents of 
Jtter to another employe (not 
1 to a fellow stenographer). A 
I's correspondence is his | pri- 
! affair, and it is a breach of 
idence to disclose it to any one. 
smen and bookkeepers frequently 
some clever ruse to secure | in- 
aation which they could not ob- 

by legitimate means, and which 
^ have no right to know. Such 
s often require diplomatic ban- 
s' The stenographer | mustpro- 

the business secrets which she 
lis through her work, but it is 
'^ell, when possible, to do so with- 
making "enemies." The | crime 
mquisitiveness" is rarely punished 



by dismissal, and one may as well 
keep the good-will of those with 
whom he is forced to | associate. 

(876) 
— New York Evening Telegram, 
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Selling Automobiles on a 
Deferred Payment Basis 

To all Hupmobile Distributors, Deal- 
ers, and Service Representatives: 
We have for several months past 
been investigating and considering 
various plans for the sale of Hupmo- 
biles I on a deferred payment basis, 
with a view to reconmiending to 
our sales representatives a time 
payment plan which, in our opinion, 
would work out | most satisfactorily 
for both the seller and the buyer of 
a Hupmobile. During the time of 
our investigations, there has been a 
growing demand for | the adoption, 
by Hupmobile dealers, of a plan for 



202 



DICTATION COURSE IN 



selling cars on a deferred payment 
basis. 

While the adoption of a deferred 
100 payment plan for | the sale of Hup- 
mobiles is a business arrangement 
between the buyer, the seller, and 
the banking company handling the 
purchaser's notes, it has seemed de- 
sirable I to us that the plan adopted 
by Hupmobile dealers be uniform in 
all parts of the country. We feel 
it incumbent upon the Company to 
I suggest to its dealers only a plan 
which is based on good business 
principles. 

We have chosen the plan offer- 
ing, at this time, the least | compli- 
cations and the greatest selling ad- 
vantages — that of the Guaranty Se- 
curities Corporation of New York. 

The Guaranty Securities Cor- 
poration is organized for the purpose 
200 of , I and has ample resources for 
the handling of deferred payment 
sales on all makes of automobiles. 
This corporation is prepared to 
handle deferred payment purchases | 
of Hupmobiles on the following basis : 

Upon the purchase of a car, 
the buyer signs a contract and pays 
for the car on the following | basis: 

Hupmobile list price $1085.00 



300 



Cash payment 

40% 
Plus freight 
Incidentals and 

I insurance for 

one year 
Eight notes, 

totaling 60% 

of the list 

price 



434.00 



27.12 



651.00 I 



Total, plus freight $1112.12 



From this example, you will 
note that the purchase pays to you 
forty I per cent, cash, and pays the 
freight charges from Detroit to 
point of sale, plus any accessories or 
extra equipment for his car. 

The purchaser | also pays for 
one year's insurance and incidental 
expenses in connection with the 
contract. This fee is as low as that 
offered by any other | deferred pay- 
ment company and lower than the 
fee oflFered by most companies. This 
insurance and incidental expense fee 
is practically no additional cost to 
the I purchaser, since every buyer 403 
of a car naturally insures his car. 
The charge made in connection with 
this plan is no higher than the aver- 
age I rate of insurance which could 
be secured by an individual purchaser. 

4: a|: 4: 4e :|e 

The eight notes of approximately 
$81.50 each bear six | per cent, in- 
terest and are payable monthly. 
These notes bear the signature of 
the purchaser and are immediately 
accepted by the Guaranty Securities 
Corporation upon | endorsement by 
the dealer selling the car. 

Immediately upon receipt of 
the eight notes, the Guaranty Se- 
curities Corporation remits to you 
eighty per cent, of | the face value 500 
of the eight notes in cash. This 
makes your immediate cash receipts 
upon the sale of the car | $954.80. 

The remaining twenty per cent. 
of the face of the notes, or $131.20, 
is I written into a deferred certifi- 
cate which is turned over to you. 
This deferred certificate is held by 
you until the full pa5mient of the 
notes, I at which time it is redeem- 
able at its face value. 

The advantages of the plan of- 
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fered by the Guaranty Securities 

00 Corporation over others we have | 

investigated, appear to us as follows: 

1. You receive in cash, upon 
delivery of the notes to the Guaranty 
Securities Corporation, eighty-eight 
per cent. | of the list price of the 
car. This is a greater percentage in 
cash than you receive on time pay- 
ment sales financed by yourself, 
even | when the purchaser ofiFers the 
best security. 

2. The Guaranty Securities Cor- 
poration attends to all matters of col- 
lection in connection with the eight 
notes given | by the purchaser and 
pays the full face value of the deferred 
payment certificate immediately upon 
payment of the last eight notes. 

roo 3. You get | the full list price, 
plus freight, plus extra equipment 
and accessories for each car sold on 
this plan. 

4. The Guaranty Securities Cor- 
poration accepts the | eight notes 
from the purchaser immediately upon 
their receipt, properly endorsed by 
the seller. 

5. The insurance fee charged to 
the customer is unusually low. | This 
fee gives the purchaser insurance for 
a full year — ^not simply for the dura- 
tion of the contract. 

6. The purchaser secures his 
car with | as low a cash payment as 
is offered by any other company and 
lower than that ofiFered by many. 

7. The purchaser has eight 
800 months in which | to pay the re- 
maining sixty per cent, of the list 
price of his car. 



In recommending to you the 
deferred payment plan of the Guar- 
anty I Securities Corporation, we be- 



lieve we are recommending a strong 
and progressive company. This cor- 
poration has-started an extensive ad- 
vertising campaign, which adds much 
to the I sales value of the deferred 
payment plan you are using. Your 
local activities, backed by the na- 
tional advertising of the Guaranty 
Securities Corporation, should en- 
able I you to handle the maximum 
amount of deferred pajnment business 
in your territory. 

We believe the adoption of this 
deferred payment plan by all Hup- 
mobile | sales representatives will -an- 900 
swer a strongly felt need. We, of 
course, recommend cash sales where- 
ever possible, and the desirability of 
making cash sales will be | obvious 
to you. We feel, however, that there 
is a great opportunity for expanding 
your business through a satisfactory 
deferred payment plan, and that 
offered | by the Guaranty Securities 
Corporation is, in our opinion, most 
liberal to both dealer and purchaser. 

In accepting notes on the de- 
ferred payment plan of | the Guar- 
anty Securities Corporation, you 
should use the same care in assuring 
yourself of the credit rating of the 
purchaser that you would in mak- 
ing I sales financed by yourself. The looo 
Guaranty Securities Corporation will 
gladly assist you in determining the 
credit of a prospective purchaser. 
The desirability of assuring your- 
self I in the matter of your customer's 
credit is obvious. The value of this 
plan in expanding your business and 
increasing your profits will be exact- 
ly I in proportion to the energy you 
put behind it and to the care you 
use in granting credit to responsible 
people. 
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We are sending you a | folder 
showing the deferred pa)anent system 
worked out with specific application 
to Hupmobile models. You will also 
receive, direct from the Guaranty 
1100 Securities Corporation | o f New 
York, further explanation and point- 
ers on the operation of the deferred 
payment plan. 

All blanks, necessary instruc- 
tions, information and suggestions in 
connection with | the operation of 
the plan will be sent you from the cor- 
poration headquarters in New York. 

All correspondence in connection 
with deferred payment sales and | 
contracts with purchasers should be 
addressed to the Guaranty Securities 
Corporation, Equitable Building, New 
York City. (1168) 
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The Opportunity of Business 
Letters 

The increased importance of 
letters in the business field has made 
it necessary for every business man 
to understand how to write and to 
use I them if he is to keep abreast of 
modem methods. 

Until a few years ago, most 
letters were written with small 
attention to their appearance | gr 
their composition. They were loaded 
with errors and with a strange jargon 
of "stock phrases;" they had the 
awkward brevity of telegrams, omit- 
ting pronouns | and every word not 
considered vital to the meaning. To- 
day a retail customer dealing with 
a good house may well be surprised 
if the letters | he receives are not loo 
courteous, tasteful in appeq.rance, 
and clearly written in good English. 
When he writes such a house he 
usually receives such accurate | and 
intelligent correspondence, and any 
difficulties are smoothed out so 
tactfuUy, that he may well feel more 
at ease when buying by mail than 
when I buying in person. 

What are the reasons for this 
general reform? First comes the 
enormous increase in the number of 
routine letters caused by the | dis- 
tance between buyer and seller. The 
growth of commerce and the improve- 
ment of communication by railroad, 
telephone, telegraph, and post-oflSce 
systems have made it | possible forzob 
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wholesaler and retailer, manufacturer 
and jobber, retail customer and mail- 
order firm, though living at great 
distances, to do business successfully 
with each | other. Letters perform 
nearly all of this service. They are 
the shuttles that fly back and forth 
to weave the web of commerce. 

The fundamental | qualities which 
the reader demands in every letter 
are clearness, conciseness, com- 
pleteness, correctness, and courtesy. 
Behind the need of all these lie good 
reasons which | can best be under- 
stood if you think first how the 
letter is read by the man at the desk. 

* * * « * 

The usual business letter is 
Jread | rapidly or only glanced 
through. The eye runs down the 
page catching at the outstanding 
words and phrases, looking for a 
key to the meaning | of the whole. 
It is read as one of many letters. 
The morning's mail of a business man 
may bring to his desk from twenty 
I to one hundred letters, or even 
more. Each of these presents a differ- 
ent problem, so that his mind must 
adjust itself afresh for each. 

For I these reasons the first re- 
quirement of every business letter 
is clearness. There must not be a 
moment's doubt as to its meaning. 
A letter that | is thoroughly clear 
at first reading will save mistakes, 
delays, and the writing of other 
letters. To secure clearness for the 
reader, give each idea | a separate 
paragraph. The eye grasps a group 
of words as a unit, separated from 
other groups by its indentations. 
However, a number of short, | simple 
sentences each in one paragraph are 
monotonous and so unconnected 



that often they are harder to read 
than longer ones; therefore, when 
simple ideas | are of the same nature 
they are best joined in a paragraph 
which may still be of one sentence 
and treated as one idea. Over- ' soo 
paragraphing is almost as bad as 
under-paragraphing. A general rule 
for ordinary letters is that a paragraph 
should not be over six lines long | and 
that most paragraphs should be 
shorter. This depends somewhat on 
the nature of the letter. Begin 
with the subject of the letter and 
take I up the material in a definite 
arrangement. If there is more than 
one subject, begin with what is 
most pleasing to the reader. A 
chonological | arrangement is a 
natural one. In a letter containing 
both facts and comments give facts 
first, then comment. 

***** 

Conciseness is next in importance 
to clearness, | to save time for theeoo 
busy reader. Do not waste a word. 
Make every letter as short as is con- 
sistent with clearness and courtesy. 
A I letter which is so short that it 
gives too little attention to each 
idea is harder to understand than 
a longer letter, and therefore really | 
takes more of the reader's time. 
If it is so short as to omit courtesy, 
it neglects its opportunity. A few 
words extra or another sentence add 
little I or nothing to the cost of the 
letter and may add to its effectiveness. 

Completeness is a requisite to 
be borne carefully in mind. Many | ^oo 
costly blunders are made because 
the writer leaves out necessary 
statements or simply forgets to 
say all he intended. He may think 
some topic too | obvious to need 
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attention. For example, he' sup- 
poses that he does not need to refer 
to a previous agreement between 
himself and the reader, but | the 
busy man at the desk turning his 
attention from other letters to this 
one has not time to think of sub- 
jects that do not | stand on the page 
before him. 

Correctness in spelling, punc- 
tuation, grammar, and sentence con- 
struction, as well as in all the rules 

800 relating to the appearance | of the 
letter, is first of all necessary to 
preserve the writer's dignity and 
to make the letter a worthy represent- 
ative of his firm. But | there is a 
more important reason than this. 
As the reader glances through the 
letter, striving to understand it as 
quicldy as possible, his attention | 
will be distracted from the subject- 
matter by an error of any kind. It 
is not safe to rely on his ignorance; 
even men who | make mistakes them- 
selves notice them in others, and 
the most intelligent customers are 
those you care most for, and though 
bad grammar, punctuation, and spell- 

900 ing I will be forgiven by the reader, 
you do not want him to take the 
time to forgive them — ^you want 
him to read your letter. | To econo- 
mize the reader's attention, be cor- 
rect. 

« * « * * 

Courtesy is at least as impor- 
tant as any other requisite. In this 
direction lies the chief opportunity 
of I the modem letter. The busi- 
ness correspondent can never aUow 
himself the luxury of losing his 
temper; no matter how irritating 
the letter he receives he | must write 
a courteous reply; no matter how 



monotonous is the succession of the 
letters he writes, all neariy alike, 
he must never weary of | saying looo 
"please," "thank you," "we regret," 
"we take pleasure," and other simi- 
lar courteous phrases. Remember 
that the reader does not grow tired 
of them. 

Courtesy | should stand out em- 
phatically in your letter, consider- 
ing how rapidly letters are read. 
Use definite words that show your 
desire to be of service or | your 
consideration for the reader's posi- 
tion. Let such words show up 
strongly at the beginning and the 
end ofthejetter; let the first and | last 
sentence contain positively courteous 
words. Often the addition of a half- 
dozen words will transform an un 
intentionally sharp letter into a 
pleasant one. Unless | you translate ii» 
your cordial feeling into words on 
the page, the reader of your letter, 
a thousand miles away, will never 
know how you feel | toward him. At 
the same time, avoid giving to your 
letters a flavor of egotism, and be 
careful that what you say does not 
give I the reader the impression 
that you are toadying to him. Ob- 
serve the courtesies that govern 
men in their personal intercourse 
and relations 

—Extracts from "Effective Busi- 
ness Letters" by Edward Hall 
Gardner. (1172) 
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The Purpose of Accounting 

Just before the dawn of the 
French Revolution, there was, at 
the Military College in Brienne, a 
yoimg student whom his classmates 
called the "Visionary." | Never mix- 
ing in their noisy pastimes, he would 
spend hour after hour in his room, 
drilling tin soldiers on a large table. 
Dirt, sand, and | pieces of glass 
became hills, fields, and rivers; twigs 
picked up in his playground were his 
cannon, while leaves planted straight 
in the sand were | to him as forests. 



His tin soldiers were red or blue; 
some were mounted and others on 
foot. Night after night, while his 
comrades slept, | the "Visionary" loo 
would pitch the blue soldiers against 
the red; the cannon would roar, and 
infantry and cavalry, pushed by his 
thin fingers, would fall | dead on 
the battlefield. 

A few years later, when the 
English fleet blockaded the port of 
Toulon and threatened the existence 
of the Revolutionary | Government, 
the visionary youth, now an officer 
in the army of France, pitched his 
"theoretical" knowledge against the 
"practical" knowledge of men who 
had grown | gray under the soldier's 
uniform, and to their astonishment 
and to the dismay of the invader, 
he discovered the one strategic point 
which rendered a | battery of artillery 200 
so effective as to compel the immedi- 
ate retirement of the enemy's fleet. 

The young officer of artillery 
knew nothing of warfare but | its 
theory; yet he succeeded where 
practical strategists had stood in 
impotent rage. Later, when he be- 
came Emperor of the French, it was 
said of I him that his unequalled 
knowledge of the theory of artillery 
operations won his battles before 
they were fought. 

Accounting is essentially a mili- 
tant science; if | it remains passive, 
it must die. To live, it must war 
incessantly against carelessness, ig- 
norance, inefficiency, evil-disposed 
cleverness, and, possibly, against 
dishonesty. Having won, | it must 300 
rebuild where it has destroyed; but 
the new structure must be such that 
it can never again be successfully 
assailed. 
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The accountant is | a judge to 
whom appeals are made by the em- 
ployer against the employe; by the 
"cestui que trust"* against the trus- 
tee; by the stockholder against | the 
director; by the director against his 
associates or against the corporate 
officers or agents; by the government 
against violators of fiscal laws; by 
the I trader, the manufacturer, and 
the financier against the conclusions 
to be drawn from their own accoimts. 

He is also an adviser who must 
400 derive from | the arithmetical re- 
sults of books of account, often pur- 
posely confused, facts which will 
enable him to pass judgment upon 
financial conditions, to guide the 
judgment | of others, to suggest 
remedies, and to devise means of 
safeguarding the interests of all* 
parties, whether clients or antago- 
nists. He must be capable | of re- 
futing conclusively all assertions 
which are mere speculation based 
on supposed or assumed facts 
which cannot stand the test of ac- 
coimting analysis; he must | be able 
to defend his ground by submitting 
proofs so fimdamentally correct and 
so conclusive that they cannot be 
500 challenged; he must be so familiar | 
with the anatomy of accounts that 
the mere mention of a financial 
transaction will present to his mind 
a diagram of the position which the | 
facts to be recorded will occupy in 
the books, and of the effect which 
they will have upon facts previously 
recorded; he must be able | to per- 
ceive at once the accounting principle 
involved, and so to apply it as to 
compel figures to reveal that which 
they are prone to | conceal from the 
uninitiated. 



If it is true that no one can be 
a great detective who does not know 
the psychology of the human | heart, eoo 
and that a recruit cannot become an 
efficient gunner until he has been 
taught the theory of ballbtic curves, 
it must be true that | no one can- 
become an accountant until he has 
learned the theory of accounts. If 
one is not so equipped, he may in- 
deed make his | way towards prac- 
tical accounting truth by luck, by 
intuition, or by plucky determination, 
but before he has reached this goal, 
he has consimied his energy, | ex- 
hausted the patience of his clients, 
and too often failed to furnish valu- 
able information at the opportune 
moment. 



The theory of accounts has been 
evolved | from the study of economic 700 
and financial conditions, from the 
development of commercial methods, 
from careful analysis of the results 
attained in industries old and | new, 
from the application of the princi- 
ples expressed by judicial decisions in 
litigation brought about through bus- 
iness relations, from the doctrines 
of the law merchant, | of the com- 
mon law, and of modem statutes. 
It is the outgrowth of centuries; and 
while its principles are immutable, 
they are, at the | same time, sus- 
ceptible of different methods of appli- 
cation, which though apparently irrec- 
oncilable among themselves, are 
worthy of consideration on their in- 
dividual merits. 

When about to | pass judgment soo 
upon the actions of individuals or of 
nations, we are careful to inquire into 
the motives which actuated them, and 
although we may | not be in sym- 



* Literally, he who trusts; a person who has the equitable and beneficial interest in property the legal 
Intel est in whic)i is vested in a trustee. 
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pathy with the methods employed, 
we do not condemn them pro- 
vided they were adequate to the 
purpose in hand. But when we | come 
to accounting, we are naturally 
arbitrary; the purpose is forgotten, 
and the only question at issue seems 
to be the nature of the means | em- 
ployed. And yet, the question of 
adequacy is as vital to accounting 
as it is to all the undertakings of 
mankind. 

500 The purpose of the | baker of the 
rural districts of southern Europe, 
who in common with the majority 
of his customers is barely able to read 
and write, is | better served by the 
sticks on which he notches his sales, 
than it would be by the most hand- 
somely ruled ledger and cash book. 
Similarly, | as the purpose of the 
small trader of all lands is to keep 
accounts with his customers and 
creditors, he need not trouble him- 
self with I what has been termed "the 
only scientific system of keeping 
accounts" (double entry), since sin- 
gle entry, much abused as it may be, 

1000 is able to | tell him all that he wishes 
to know, and is much better adapted 
to his mental equipment. If the 
merchandise account of a trader 
reveals | the information of which he 
is in need, why should he heed the 
indignant protests of philosophers 
of accounting who tell him that there 
is I no such thing as a merchandise 
account, and that the use of complex 
accounts will rob him of the fruit of 
his industry, by hiding | from him the 
business truth? And if the purpose 
ot the modest manufacturer of a 
staple product, the market price or 

1100 which is as well | settled as the demand 
therefor, is to be as fairly success- 
ful as the conditions of his particular 
industry will pdmit, why should 



he be made | to sacrifice a good part 
of his income, in order that he may 
know the use of "production fac- 
tors" or otherwise, the cost of every | 
atom of the product which he man- 
ufactures? 

It has been asserted repeatedly 
that it is impossible to bring to- 
gether ten accountants whose views 
will harmonize | on any given topic 
of their profession. This will al- 
ways be true to a greater or less ex- 
tent, since the human mind is not 
adapted | to the acceptance of a 120c 
single standard of truth. But these 
divergent views will become largely 
harmonized just as soon as it is 
realized that | if a student of surgery 
cannot be trusted with an operation 
untn he has mastered the anatomy 
of the human body, the student of 
accounting | cannot be trusted with 
the finances of a business until he 
has mastered the theory of accounts. 

(1267) 

— Paul-Joseph 'Esqu.erre: Applied 
Theory of Accounts, 
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City Government — Positive 
OR Negative 

Which is better for the city, a 
positive or negative municipal govern- 
ment? Which is the better producer 
of results, the government which 
goes after | the results regardless of 
popularity, or the government which 
sacrifices the results in the hope of 
being popular? 

No city government, worthy of 
the name, f can ever enjoy universal 
IM)pularity. Aggressive, constructive 
work is often very harsh. Harshness 
never begets popularity. A forward, 
forceful, driving policy is bound to 
plunge I through somebody's sensi- 
bilities. When a man's sensibilities 
are bruised he gets angry. When He 
gets angry he says things. And he 
100 says things that are not sweet or 
soothing, neither are they calculated 
to develop good feeling among others. 
He forgets all else except his one par- 
ticular smarting spot. All | the gen- 
eral good work of the government 
sinks into absolute oblivion in the 
face of the one present sting to which 
his sensibilities have been | sub- 



jected. And how he talks! How he 
does swear I How he does denounce! 

Knowing the probability of just 
such a consequence, what should a 
city I do? Should it be negative 
in order to avoid all tongue-lashings; 
or should it be positive, despite the 
tongue-lashings, in order to build \^ 
up a better city? 

Aggressiveness and progressive- 
ness, though invaluable to any city, 
are distinctly trouble-breeders. And 
yet, without them any city is dead. 
You I can't build up any community 
without making some people angry. 
Every time the public welfare col- 
lides with somebody's private in- 
terests, the sparks begin to fly. | 
But what are you going to do about it? 
Is a city to sacrifice itself for fear lest 
it might woimd somebody's feelings? 
Is a I city government to be con- 
demned if it consults the well-being 
of the public instead of the private 
wishes of individuals? 

Every city government must | be 300 

one of two things. It must be a live 

power or a dead nuisance. And God 

pity the city if it is the latter! | K 

the government is a failure, the city 

suffers. On the other hand if the 

government is strong, constructive, 

and progressive, the personnel of that 

I government becomes the object of 

attack. 

« * * * « 

And the nature of that attack 
proves the inconsistency of it all. 
What is denounced at one moment by 
I persons who feel the pinch of some 
particular policy is likely to be ap- 
plauded by others who see the value 
of that policy. That is | why oneioo 
element may be denouncing the 
government one day only to be 
shouting praises the next. This would 
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not be so bad were it | not for the 
fact that, in public affairs, the fellow 
with the grouch generally excoriates 
with more noise and energy than 
does the fellow who | has a good 
word to say. That is why every 
community seemingly hears more of 
the noise of grumbling than it does 
of the music | of praise. It is not 
that grumbling is really in the as- 
cendancy; but it is because gnun- 
blers are more vigorous in shouting 

500 their complaints than | are the ap- 
proving citizens in singing the melody 
of their commendation. 

It is a pity that this is true, be- 
cause the points of irritation in | 
a city's activities are so numerous 
that it keeps a large measure of 
grumblers in a state of perpetual 
howl. The multiplicity of a city's 
I functions brings it in constant 
touch with all elements of its citi- 
zenry. Where those functions are 
operated as public-welfare agencies, 
they must be handled | primarily 
for the advantage of the public. 
The advantage of some limited num- 
ber of private interests cannot be 
suffered to prevail. Very true, this 

600 dominance | of the "public- welfare 
policy" is sure to anger those special 
personal interests that want matters 
some other way. But a positive 
and properly conscienced | govern- 
ment can ill afford to sacrifice the 
Dublic interests merely to avoid hurt- 
ing the sensibilities of some individual 
interests. 

That is why the best city | 
governments are not always the most 
popular. That is why popularity 
is not a sure index as to a govern- 
ment's value and efficiency. The 
best I governments are sometimes 

liiose that are criticised the most. 
****** 



That is unfortimate. It very 
often indicates a narrowness on the 
part of some elements of | the com- 7oo 
munity. It is a sure sign of selfish- 
ness. ^ Any man who thinks ^pore of 
a few dollars than he does of the pub- 
lic welfare | is woefully lacking in 
public spirit. Such a person is in- 
capable of developing a broad vision. 
A penny blinds him. He can see 
nothing- but | the front and back 
of his own premises. He is interested 
in nothing that costs him a dollar un- 
less he ^ets the exclusive benefit of 
I his expenditure. He doesn't bother 
himself about his community rela- 
tionship or his commimity obligations. 
The "public be hanged" so far as he 
cares. He wants | to be let alone, soo 
He flies into a frenzy every time the 
city's activities cost him an extra 
nickel. And if he is forced to | 
spend a dollar for the community's 
good he denoimces the dty govern- 
ment as a conscienceless robber; and 
that, too, even though he himself is 
a I direct profiter. 

The city government meets ele- 
ments like this at every turn. Every 
time smooth paving is laid; every 
time a bad alley is repaired; | every 
time imsanitary premises are forced 
into a safe condition; every time 
an improved sidewalk is demand- 
ed; every time honest weights and 
measures are exacted; | every time 900 
water expenses are asked; every 
time a new lamp is placed; every time 
benefit charges are laid in the process 
of opening new | streets; every time 
a building security is demanded; 
every time a revenue measure is 
devised; every time an up-to-date 
scheme of city planning | is sug- 
gested; every time heaHh and safety 
regulations are imposed; every time 
a big constructive policy is evolved; 
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in fact, every time anything munici- 
pal is I done, somebody's private 
convenience is affected or . inter- 
rupted. That interruption provokes 
a bitter cry of protest. If the pub- 
lic's interests are right and justly 
1000 given | the preference, the private 
protest develops into bitter excoria- 
tion. Nor is that excoriation uttered 
in soft murmurs either. It explodes 
and thunders with vociferous vigor. 
I The city government is thus de- 
nounced for doing its sworn duty. 

^p ^p T* T* T* T* 

What, then, should a city govern- 
ment do? Should it go after results 
regardless of | popularity or should 
it go after, popularity regardless of 
results? It is very well, in a general 
way, to say that every city govern- 
ment should I do its public duty. 
But if it does follow the policies which 
the public welfare dictates, how far 

1100 will the public itself go in backing | 
up the government? The guiding 
officials of the government do not 
profit personally by this duty well 
performed. Conscientious work pro- 
duces for the public. The | public 
is the sole beneficiary. Constructive 
work builds the community, not the 
private fortunes of city officials. 
The citizens, as a whole, are the 
ones I truly advantaged. 

Why, then, should a community 
be other than fair in its attitude 
towards its own government? What 
is the sense of expecting conscientious 
I effort and efficiency on the part of a 
municipality unless there is a readi- 
ness to encourage and support the 
municipality when that effort is put 

1200 I forth? There is no inducement to 
sacrifice brain and energy in provid- 
ing efficient government if such a 
sacrifice is not appreciated. 



The bigness of a j community 
can very effectually disclose itself 
at this very point.. If a commun- 
ity wants big constructive policies, 
it must back up with its enthusiasm 
every | big constructive effort. It 
is disgusting to talk in big tones if 
one has but a baby's capacity for 
acting. The same thing is true | of 
cities. There is no sense in prating 
about a greater and grander Balti- 
more unless we are capable of mak- 
ing a greater and grander Baltimore. 
I Big talk demands bigness in action. 
The task of "making" a greater city 
is not one of idle pleasure. It means 
brains, work, and sacrifice. | And 
it means that every citizen must 
bear his proportion of the sacrifice; 
not grudgingly nor growlingly, but 
willingly and enthusiastically. If a 
citizenship fails | to respond to big 
constructive policies, even though it 
may cost a few dollars, it shows that 
the policies are too big for the citi- 
zenship. I Such an admission could 
hardly be made in Baltimore. We 
have a naturally splendid citizen- 
ship. That being true, it should ener- 
gize the government. Our citizenship! 
should demand aggressiveness in 
the government. And, then, if it 
makes that demand, it should be 
ready to back up aggressiveness with 
a constant public | support. It is 
senseless to talk big unless the com- 
munity is ready to make its actions 
conform to its talk. (1445) 

— The Municipal Journal, Balti- 
more, Md., April 28, 1916. 
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Business Success 

"Yes, my boy, business success 
is largely a matter of getting your 
best foot foremost, of using what 
you have." The General Manager 
and his | secretary were on their 
way to Chicago. The General Man- 
ager had dined well; the train was 
rolling over a rock- ballasted road; 
the buffet chair | was both capa- 
cious and comfortable; and the G. M. 
was burning good tobacco. The secre- 
tary gave close attention, for he 
knew that his chief was | in the 
beneficent, helpful mood of the suc- 
cessful business man off duty — the 
rare hour in which business, family, 
100 and social duty make no claim. | 

"You see," continued the G. M., 



"I size up a young man in respect 
to three things — the knowledge that 
he has, the availability of | his 
knowledge, and his capacity for 
making himself liked. As far as 
knowledge is concerned, there is a 
lot of worth-while information in 
the I Encyclopedia Britannica, and 
the world is fuU of men who are 
small editions of this reference work — 
reference men I call them, because 
you have | to use a cross index to 
extract anything useful from them. 
Now a man, differing from a reference 
book, should be able to get his [zoo 
knowledge into action. He should be 
able to select from his stock in hand 
the thing that is needed to meet the 
problem that arises | in his day's 
work. He must have the mobility of 
his mental resources that enables 
him to mass them on the problem 
of the moment. | 

"You will remember in the war 
between the Japs and the Russians 
that the Japs won out, not by reason 
of excess niunbers in the | aggre- 
gate, but because they invariably 
outniunbered the Russians at least 
two to one at every critical point 
of contact. The numerical disparity 
between the regiments | that were 300 
not in contact did not affect the 
result. 

"Well, this is the principle that 
I am getting at as an essential to 
business | success. The young man, 
of course, must have mental re- 
sources; he must have information, 
and the information must be trans- 
muted into knowledge; and this 
knowledge | must be of men and 
affairs as they exist in the business 
world of today. This knowledge, 
however, must be of such a mobile 
character | that when a problem 
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arises in his work he can marshal 

sufficient resources to get the right 

answer. 

***** 

"You know Joe White, who is 
100 Secretary | of the company. When 
he was a stenographer in the Secre- 
tary's office, he had about the usual 
knowledge of a twenty-year old 
stenographer. He | was a high- 
school graduate; he could write short- 
hand fairly well; and he was an ac- 
curate and speedy typist. One day 
when he was copying | a compara- 
tive statement of earnings for the 
annual report, he detected a niunber 
of errors in the percentages of in- 
creases and decreases. You see he | 
had a knowledge of arithmetic, and 
he saw at a glance that a $250,000 
500 increase of earnings on a base of | 
$1,900,000 was a great deal nearer thir- 
teen per cent, than it was eighteen 
per cent . He used his knowledge — ^got 
I it on the firing line, so to speak. 

"Later on this same chap White 
had a chance to draft up a rough 
form of a | report on the basis of 
certain facts that had been supplied 
by his chief. He could have dodged 
the task, but instead he coaxed for 
I it. He got into play many things 
that he had learned at school in re- 
gard to composition, paragraphing, 
500 and display, and a great deal more | 
that he had learned from observing 
the reports which he had filed and 
some that he had written in the office. 
His rough draft was | a good one; 
and while his chief had to cut it to 
pieces in certain places, on the whole 
White's work saved him a lot | of 
time. White, of course, didn't make 
the mistake of limiting his knowledge 
to what he had received in school and 
picked up as an I incident to work. 



He broadened out, as many a young 
man has done, by consistent night- 
school work. He didn't take on 
too heavy a | load — ^Just what he too 
could handle without interfering 
with his usefulness at the office. But 
the thing that put White to the front 
all the I way along and the tnmg 
that keeps him in his $10,000 job 
today is the fact that he gets his 
knowledge into action | — ^he mobi- 
lizes his resources at the point of 
vital business contact. 

* * * 4e * 

"White isn't a scholar; many a 
reference man with ten times his 
stock of I knowledge is droning away 
in a detail position with a fifth of his 
responsibilities and a fifth of his in- 
come. The difference is a matter | m 
of use — ^in one czise, a full use of a 
reasonable and increasing stock of 
knowledge, and in the other case, a 
poor use of | a large stock of knowl- 
edge. The Business World has no 
hesitation whatever in choosing be- 
tween the two, because the Business 
World has things to do. | 

"Tact? Yes," continued the G. 
M., "I am glad you ask whether 
White's success and the success of 
other worth-while men is not largely | 
due to tact. The word tact does not 
altogether express the quality that 
a man must have to succeed in a 
business career, especially in | an 90c 
organization. He must have a social 
sagacity — a. manner that falls short 
of fawning and subserviency and a 
diplomacy that rises above peanut 
politics. I 

"Now, for example, I have in 
mind two young men working in 
the Division Superintendent's office. 
They are both clerks, and it happened 
recently that | they were working 
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on statistics that the Superintendent 
wanted to present to me before I 
left on my recent tour of inspection. 
It was necessary | for one or the 
other to do several hours' evening 
work, for which, as you know, the 
company always pays at the regular 

00 overtime rate. | The young men 
are equally loyal and industrious 
and competent. The Superintendent 
asked the first young man whether 
he could stay at the ofiice that | 
evening. The yoimg man explained 
that, while he had a social engage- 
ment, he could arrange to cancel it 
and would be quite willing to do | so. 
The Superintendent natiurally did 
not want him to make this sacrifice, 
and he turned to the other young 
man with a similar request, and | was 
met by the ready response, "Cer- 
tainly I can stay; as a matter of 
fact, I should like to, because I 

100 am interested in the | statements." 
The second young man, as I happened 
to find out by the merest chance, 
had a date for that very evening with 
his girl, I which he canceled by tele- 
phone, patching up the social mat- 
ter the best way he could. 

"Now here we have the case of 
two men of | equal ability and even 
of equal loyalty, each willing to serve 
the company at the sacrifice of his 
own convenience, the one man making 
a I decidedly favorable impression 
upon his chief's mind and the other 
man at best making no impression 
whatever. The young man who 
!oo stayed on the job | exercised organi- 
zation sagacity — ^he expressed a 
whole-hearted interest in the prob- 
lems of the Superintendent. The 
other man lost a valuable opportimity. 



"Are you surprised | to know 
that the young man who cultivates 
and develops this type of sagacity 
outruns the man who does not? Many 
and many a man j with ability, 
and ability that can be mobilized, 
loses out in the keen competition 
of the orgamzation by reason of the 
lack of this type | of sagacity — the 
ability not only to do a thing, but 
to secure fuU credit for doing it. 

"Now, as you know, I am not | 1300 
much given to lecturing young men 
on the problem of success. I sup- 
pose I am a typical part of the busi- 
ness machine that judges men | by 
results. Nevertheless, there is some 
theory back of my practicality, and 
it all resolves into three propositions 
that are fimdamental to success. I 
can I siun them up something like 
this: 

"First, a young man should have 
a stock of knowledge — academic fir at, 
and vocational or technical next. 
This stock I he must increase from 
day to day by acute observation and 
by systematic overtime study. This 
knowledge has a weight of approxi- 
mately a third in | the battle for 1400 
success. 

"Second, a man must get his 
knowledge into action. A small idea 
that produces something is a good 
deal better than | a big idea that pro- 
duces nothing. A man should, dur- 
ing the business day, draw on pretty 
nearly everything that he has ever 
learned or experienced. | This may 
be an exaggeration, but the more 
nearly he draws upon his entire stock, 
the better will be his day's work. 
Success comes by | meeting every 
problem with such a mobilization of 
resources as will assure the right solu- 
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tion. This utilization of knowledge 
is likewise a third of the | equipment 

1500 in the contest. 

"Finally, a man must cultivate 
and develop social sagacity — that is 
business diplomacy. He must be 
agreeable, he must be pleasant, | 
he must be wholesome, and without 
giving ofiFense he must develop a 
capacity to subordinate his weak 
points and present his strong points 
to friend | and foe. In our rough 
equation, we can allot one-third 
weight in the problem of getting 
ahead to this great ability. 

"Point out any | successful man, 
my boy, and I will undertake to show 
you a blend of these qualities. Show 
me any imsuccessful man, and I 
will point I out a lack in at least 

1600 one of these three qualities. I do not 
pretend to say that there are not a 
great many other | qualities that 
enter into the problem; but if you 
bear these three fundamental quali- 
ties of success well in mind, you will 
move on and upward. | 

"Aside from all this," said the 
G. M., as he pulled himself together 
for the retreat to his berth, "we are 
operating a railroad, not | running a 
broker's office. Time spent over a 
stock ticker won't help you on 
the heavy grades that lie between 
you and the station called | Success. 

1700 Goodnight!" 

(1703) 
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President Wilson's Note to Ger- 
many ON Submarine Warfare, 
April 19, 1916 

I did not fail to transmit im- 
mediately, by telegraph, to my 
Government your Excellency's note 
of the 10th instant in regard to cer- 
tain attacks by I German submarines 
and particularly in regard to the 
disastrous explosion which, on March 
24 last, wrecked the French steam- 
ship Sussex in the English Channel. | 
I have now the honor to deliver, 
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under instructions from my Govern- 
ment, the following reply to your 
Excellency: 

Information now in the posses- 
sion of the I Government of the 
United States fully establishes the 
facts in the case of the Sussex, and 
the inferences which my Govern- 
100 ment has drawn from that | informa- 
tion it regards as confirmed by the 
circumstances set forth in your Ex- 
cellency's note of the 10th instant. 

On March 24, 1916, at | about 
2.50 o'clock in the afternoon, the 
unarmed steamer Sussex, with 325 or 
more passengers on board, among 
whom were a | number of American 
citizens, was torpedoed while cross- 
mg from Folkestone to Dieppe. The 
Sussex had never been armed; was a 
vessel known to be habitually | used 
only for the conveyance of passengers 
across the English Channel, and was 
not following the route taken by 
troop ships or supply ships. About 
200 1 80 of her passengers, noncombatants 
of all ages and sexes, including citi- 
zens of the United States, were killed 
or injured. 

A careful, detailed, and scrupu- 
lously I impartial investigation by 
naval and military oflSicers of the 
United States has conclusively es- 
tablished the fact that the Sussex 
was torpedoed without warning or 
summons | to surrender, and that 
the torpedo by which she was struck 
was of German manufacture. In 
the view of the Government of the 
United States | these facts from the 
first made the conclusion that the 
torpedo was fired by a German sub- 
marine imavoidrble. It now con- 
siders that conclusion substantiated 
^by I the statements of your Excel- 
lency's note. A full statement of 



the facts upon which the Govern- 
ment of the United States has based 
its conclusion is | enclosed. 
• « « « * 

The Government of the United 
States, after having given careful 
consideration to the note of the 
Imperial Government of the 10th of 
April, regrets | to state that the im- 
pression made upon it by thesp state- 
ments is that the Imperial Govern- 
ment has failed to appreciate the 
gravity of the situation | which has 
resulted, not alone from the attack 
on the Sussex, but from the whole 
method and character of submarine 
warfare as disclosed by the | unre- 400 
strained practice of the conmianders 
of German under-sea craft during 
the past twelve months and more in 
the indiscriminate destruction of mer- 
chant vessels of | all sorts, nationali- 
ties, and destinations. 

If the sinking of the Sussex had 
been an isolated case, the Govern- 
ment of the United States might find 
it I possible to hope that the ofiicer 
who was responsible for that act had 
willfully violated his orders or had 
been criminally negligent in taking 
none | of the precautions they pre- 
scribed, and that the ends of justice 
might be satisfied by imposing upon 
him an adequate punishment, coupled 
with a formal | disavowal of the act 5oo 
and payment of a suitable indemnity 
by the Imperial Government. But, 
though the attack upon the Sussex 
was manifestly indefensible and | 
caused a loss of life so tragical as to 
make it stand forth as one of the most 
terrible examples of the inhumanity 
of submarine | warfare as the com- 
manders of German vessels are con- 
ducting it, it unhappily does not 
stand alone. 
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On the contrary, the Govern- 
ment of the United States | is forced 
by recent events to conclude that it 
is only one instance, even though 
one of the most extreme and most 
600 distressing instances, of | the deliber- 
ate method and spirit of indiscrimi- 
nate destruction of merchant vessels 
of all sorts, nationalities, and des- 
tinations which have become more 
and more unmistakable as | the ac- 
tivity of German under-sea vessels 
of war has in recent months been 
quickened and extended. 

« * * * * 

The Imperial Government will 
recall that when, in February, | 1915, 
it announced its intention of treat- 
ing the waters surrounding Great 
Britain and Ireland as embraced with- 
in the seat of war and of destroying | 
all merchant ships owned by its 
enemies that might be found within 
that zone of danger, and warned all 
vessels, neutral as well as belligerent, 

700 1 to keep out of the waters thus pre- 
scribed or to enter them at their peril, 
the Government of the United States 
earnestly protested. It took | the 
position that such a policy could not 
be pursued without constant gross and 
palpable violations of the accepted 
law of nations, particularly if sub- 
marine I craft were to be employed 
as its instruments, inasmuch as the 
rules prescribed by that law, rules 
founded on the principles of hmnan- 
ity and established | for the protec- 
tion of the lives of noncombatants at 
sea, could not in the nature of the case 
be observed by such vessels. It based 

800 1 its protest on the ground that per- 
sons of neutral nationality and ves- 
sels of neutral ownership would be 
exposed to extreme and intolerable 



risks; and that | no right to close 
any part of the high seas could law- 
fully be asserted by the Imperial 
Government in the circumstances 
then existing. The law | of nations 
in these matters, upon which the 
Government of the United States 
based its protest, is not of recent ori- 
gin, or founded upon merely | arbi- 
trary principles set up by convention. 
It is based, on the contrary, upon 
manifest principles of humanity and 
has long been established with the 
approval | and by the express assent 900 
of all civilized nations. 

The Imperial Government, not- 
withstanding, persists in carrjdng out 
the policy announced, expressing the 
hope that the | dangers involved, 
at any rate to neutral vessels,. would 
be reduced to a minimiun by the 
instructions which it had issued to 
the commanders of | its submarines, 
and assuring the Government of the 
United States that it would take every 
possible precaution both to respect 
the rights of neutrals and | to safe- 
guard the lives of noncombatants. 

4i 4: 4e 3|e 4e 

In pursuance of this policy of 
submarine warfare against the com- 
merce of its adversaries thus an- 
nounced and thus entered | upon in looo 
despite of the solemn protest of the 
Government of the United States, the 
commanders of the Imperial Govern- 
ment's under-sea vessels have carried 
, on I practices of such ruthless de- 
struction which have made it more and 
more evident as the months have gone 
by that the Imperial Government 
had found | it impractical to put 
any such restraints upon them as it 
had hoped and promised to put. 
Again and again the Imperial Gov- 
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emment has given | its solemn as- 
surances to the Government of the 
United States that at least passen- 
ger ships would not be thus dealt 

1100 with, and yet it has | repeatedly per- 
mitted its under-sea commanders to 
disregard these assurances with en- 
tire impunity. As recently as Feb- 
ruary last, it gave notice that it 
would regard all | armed merchant- 
men owned by its enemies as part of 
the armed naval forces of its ad- 
versaries and deal with them as 
with men-of-war, | thus at least by 
implication pledging itself to give 
warning to vessels which were not 
armed, and to accord security of life 
to their passengers | and crews, but 
even this limitation its submarine 
commanders have recklessly ignored. 
Vessels of neutral ownership, 
even vessels of neutral ownership 

1200 bound from neutral port | to neutral 
port, have been destroyed along 
with vessels of belligerent ownership 
in constantly increasing niunbers. 
Sometimes the merchantmen at- 
tacked have been warned or sum- 
moned | to surrender before being 
fired on or torpedoed; sometimes 
their passengers and crews have 
been vouchsafed the poor security of 
being allowed to take to | the ship's 
boats before the ship was sent to 
the bottom. But again and again, no 
warning has been given, no escape 
even to the | ship's boats allowed 
to those on board. Great liners 
like the Lusitania and Arabic and 
mere passenger boats like the Sussex 

1300 have been attacked without | a mo- 
ment's warning, often before they 
have even become aware that they 
were in the presence of an armed 
ship of the enemy, and the | lives 
of the noncombatants, passengers 



and crew, have been destroyed whole- 
sale and in a manner which the Gov- 
ernment of the United States cannot 
but regard | as wanton and without 
the slightest color of justification. 
No limit of any kind has, in fact, been 
set to their indiscriminate pursuit 
and destruction | of merchantmen of 
all kinds and nationalities within the 
waters which the Imperial Govern- 
ment has chosen to designate as ly- 
ing within the seat of war. | The roll ^^oo 
of Americans who have lost their lives 
upon ships thus attacked and de- 
stroyed has grown month by month 
imtil the ominous toll has | mounted 
into the hundreds. 

* * * r¥ * • 

The Government of the United 
States has been very patient. At 
every stage of this distressing experi- 
ence of tragedy after tragedy, | it 
has sought to be governed by the 
most thoughtful consideration of the 
extraordinary circumstances of an 
imprecedented war and to be guided 
by sentiments | of very genuine 
friendship for the people and Govern- 
ment of Germany. It has accepted 
the successive explanations and as- 
surances of the Imperial Govern- 
ment as, of I course, given in entire isoo 
sincerity and good faith, and has 
hoped, even against hope, that it 
would prove to be possible for the 
Imperial Government | so to order 
and control the acts of its naval 
commanders as to square its policy 
with the recognized principles of 
humanity as embodied in | the law 
of nations. It has made every allow- 
ance for the unprecedented conditions 
and has been willing to wait until the 
facts became immistakable and | 
were susceptible of only one inter- 
pretation. 
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It owes it to its just regard for 
its own rights to say to the Imperial 

1600 Government that that | time has 
come. It has become painfully evi- 
dent to it that the position which it 
took at the very outset is inevitable; 
namely, the use | of submarines for 
the destruction of an enemy's com- 
merce, is, of necessity, because of 
the very character of the vessels 
employed and the very method | of 
attack which their employment, of 
course, involves, utterly incompatible 
with the principles of hiunanity, the 
long-established and incontrovertible 
rights of neutrals, and the | sacred 
immunities of noncombatants. 

If it is still the purpose of the 
Imperial Government to prosecute 
relentless and indiscriminate war- 

1700 fare against vessels of commerce by | 
the use of submarines without re- 
gard to what the Government of the 
United States must consider the 
sacred and indisputable rules of inter- 
national law and | the universally 
recognized dictates of humanity, the 
Government of the United States is 
at last forced to the conclusion that 
there is but one course | it can 
pursue. 

Unless the Imperial Government 
should now immediately declare and 
effect an abandonment of its present 
methods of submarine warfare against 
passenger and | freight carrying ves- 
sels, the Government of the United 
States can have no choice but to sever 
diplomatic relations with the German 

1800 Empire altogether. This action | the 
Government of the United States 
contemplates with the greatest re- 
luctance, but feels constrained to 
take in behalf of humanity and the 
rights of neutral nations. | 

(1826) 
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Germany's Note of May 5, 1916, 
IN Reply to President Wilson's 
Note of April 19 on Submarine 
Warfare 

The undersigned, on behalf of 
the Imperial German Government, 
has the honor to present to his Excel- 
lency the Ambassador of the United 
States, Mr. James | W. Gerard, the 
following reply to the note of April 
20 regarding the conduct of Gennan 
submarine warfare: 

The German Government hand- 
ed over to the | proper naval authon- 
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ties for early investigation the evi- 
dence concerning the Sussex as com- 
municated by the Government of 
the United States. 

Judging by the residts that | the 
investigation has hitherto yielded, 
the German Government is alive to 
the possibility that the ship men- 
tioned in the note of April 10 as 
100 having been torpedoed by a Ger- 
man submarine is actually identical 
with the Sussex. 

The German Government begs 
to reserve further communication on 
the matter imtil certain | points are 
ascertained 'which are of decisive 
importance for establishing the facts 
of the case. Should it turn out that 
the commander was wrong in | as- 
suming the vessel to be a man-of-war, 
the German Government will not 
fail to draw the consequences result- 
ing therefrom. 

In connection with the | case 
of the Sussex the Government of the 
United States made a series of state- 
ments the gist of which is the assertion 
200 that the incident | is to be considered 
but one instance of a deliberate 
method of indiscriminate destruc- 
tion of vessels of all sorts, nationali- 
ties, and destinations by German sub- 
marine I commanders. 

The German Government must 
emphatically repudiate the asserrion. 
The German Government, however, 
thinks it of little avail to enter into 
details in the present | stage of 
affairs, more particularly as the Gov- 
ernment of the United States omitted 
to substantiate the assertion by refer- 
ence to concrete facts. 

The German Government | will 
only state that it has imposed far- 
reaching restraints upon the use of the 
submarine weapon, solely in con- 



sideration of neutrals' interests, in 
spite I of the fact that these restric- 300 
tions are necessarily of advantage to 
Germany's enemies. No such con- 
sideration has ever been shown neu- 
trals by Great Britain and | her 
allies. 

The German submarine forces 
have had, in fact, orders to conduct 
the submarine warfare in accordance 
with the general principles of visit 
and I search and the destruction of 
merchant vessels recognized by in- 
ternational law, the sole exception 
being the conduct of warfare against 
enemy trade carried on enemy | 
freight ships encountered in the 
war zone surrounding Great Britain. 
With regard to these no assurances 
have ever been given to the Govern- 
ment of the I United States. No «)d 
such assurances are contained in the 
declaration of February 8, 1916. 
***** 

The German Government can- 
not admit any doubt that these 
orders | were given or are executed in 
good faith. Errors actually occurred. 
They can in no kind of warfare be 
avoided altogether. Allowance must 
be made | in the conduct of naval 
warfare against an enemy resorting 
to all kinds of ruses, whether permis- 
sible or illicit. 

But apart from the possibility 
of I errors, naval warfare, just like 
warfare on land, implies imavoidable 
dangers for neutral persons and goods 
entering the fighting zone. Even 
in cases where the | naval action issoo 
confined to ordinary forms of cruiser 
warfare, neutral persons and goods 
repeatedly come to grief. 

The German Government has 
repeatedly and explicitly | pointed 
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out the dangers from mines that have 
led to the loss of numerous ships. 

The German Government has 
made several proposals to the Govern- 
ment I of the United States in order 
to reduce to a minimum, for American 
travelers and goods, the inherent 
dangers of naval warfare. Unfor- 
timately the Government | of the 
United States decided not to accept 
the proposals. Had it accepted, the 
Government of the United States 
would have been instnmiental in 
600 preventing | the greater part of the 
accidents that American citizens, 
have met with in the meantime. 

The German Government still 
stands by its offer to come | to an 
agreement along these lines. 

As the German Government re- 
peatedly declared, it cannot dis- 
pense with the use of the submarine 
weapon in the conduct | of warfare 
against an enemy trade. The Ger- 
man Government, however, has now 
decided to make a further concession, 
adapting methods of submarine war 
to the I interest of neutrals. 

In reaching this decision the 
German Government is actuated by 
considerations which are above the 
level of the disputed question. 

700 The German | Government at- 
taches no less importance to the 
sacred principles of himianity than 
the Government of the United States. 
It again fuUy takes into account that 
I both Governments for many years 
cooperated in developing interna- 
tional law in • conformity with these 
principles, the ultimate object of 
which has always been to confine | war- 
fare on sea and land to armed forces 
of belligerents and safeguard as far as 
possible noncombatants against the 



horrors of war. But although | 
these considerations are of great 
weight, they alone would not, under 
present circumstances, have deter- 
mined the attitude of the German 
Government; for in answer to | the «» 
appeal by the Government of the 
United States on behalf of the 
sacred principles of humanity and 
international law, the German Gov- 
ernment must repeat | once more, 
with all emphasis, that it was not the 
German but the British Government 
which ignored all accepted rules of 
international law and extended | this 
terrible war to the lives and property 
of noncombatants, having no regard 
whatever for the interests and rights 
of neutrals and noncombatants that 
through I this method of warfare 
have been severely injured. 

In self-defense against the illegal 
conduct of British warfare, while 
fighting a bitter struggle for national | 9W 
existence, Germany had to resort 
to the hard but effective weapon of 
submarine warfare. 

As matters stand, the Geraian 
Government cannot but reiterate 
regret that | the sentiments of hu- 
manity which the Government of 
the United States extends with such 
fervor to the unhappy victims of 
submarine warfare are not extended 
I with the same warmth of feeling 
to many millions of women and chil- 
dren, who, according to the avowed 
intention of the British Government, 
shall be | starved, and who by suffer- 
ings shall force the victorious armies 
of the Central Powers into ignomin- 
ious capitulation. The German 
Government, in agreement with the 
German | people, fails to imderstand low 
this discrimination, all the more as it 
has repeatedly and explicitly de- 
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dared itself ready to use the sub- 
marine weapon in strict | conform- 
ity with the rules of international 
law as recognized before the out- 
break of the war if Great Britain like- 
wise was ready to adapt the conduct 
I of warfare to these rules. 

Several attempts made by the 
Government of the United States 
to prevail upon the British Govern- 
ment to act accordingly failed | be- 
cause of flat refusal on the part of 
the British Government. 

* * * * « 

Moreover, Great Britain again 
and again has violated international 

1100 law, surpassing all bounds in | out- 
raging neutral rights. The latest 
measure adopted by Great Britain, 
declaring German bimker coal con- 
traband and establishing conditions 
under which English bunker coal 
alone is | supplied to neutrals, is 
nothing but an unheard of attempt in 
the way of exaction by force of 
neutral tonnage for the service of 
British | trade war. 

The German people know that 
the Government of the United States 
has the power to confine the war 
to armed forces of the | belligerent 
countries, in the interest of humanity 
and maintenance of international 
law. The Government of the United 
States would have been certain of 

^200 attaining this | end had it been de- 
termined to insist, against Great 
Britain, on the incontrovertible rights 
of freedom of the seas. But as mat- 
ters stand the German | people are 
under the impression that the Govern- 
ment of the United States, while 
demanding that Germany, struggling 
for existence, shall restrain the use 
of an I e£Fective weapon, and while 
making compliance with these de- 



mands a condition for maintenance 
of relations with Germany, confines it- 
self to protests against illegal methods 
adopted I by Germany's enemies. 

Moreover, the German people 
know to what considerable extent 
their enemies are supplied with all 
kinds of war material from the United 
I States. 1300 

It will, therefore, be under- 
stood that the appeal made by the 
Government of the United States 
to sentiments of humanity and prin- 
ciples of international | law cannot 
imder the circumstances meet the 
same hearty response from the Ger- 
man people which such an appeal 
otherwise always is certain to find 
here. | If the German Government, 
nevertheless, is resolved to go to the 
utmost limit of concessions, it has 
been guided not alone by the friend- 
ship connecting | the two great na- 
tions for over one hundred years, 
but also by the thought of the great 
doom which threatens the entire 
civilized world should | the cruel i*oo 
and sanguinary war be extended and 
prolonged. 

The German Government, con- 
scious of Germany's strength, twice 
within the last few months announced 
before the | world its readiness to 
make peace on a basis safeguarding 
Germany's vital interests, thus in- 
dicating that it is not Germany's 
fault if peace is still | withheld from 
the nations of Europe. 

The German Government feels 
all the more justified in declaring 
that responsibility could not be 
borne before the I formn of man- 
kind and in history if after twenty-one 
months of the war's duration the 
submarine question under discussion 
between the German Government 
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1500 and | the Government of the United 
States were to take a turn seriously 
threatening maintenance of peace 
between the two nations. 
* * * * * 

As far as lies with | the Ger- 
man Government, it wishes to pre- 
vent things from taking such a course. 
The German Government, more- 
over, is prepared to do its utmost to 
confine | operations of the war for 
the rest of its duration to the fight- 
ing forces of the belligerents, there- 
by also insuring freedom of the seas, 
a I principle upon which the Ger- 
man Government believes, now as 
before, that it is in agreement with 
the Government of the United States. 

1600 The German Government, | 
guided by this idea, notifies the Gov- 
ernment of the United States that 
German naval forces have received 
the following order: "In accordance 
with the general | principles of visit 
and search and the destruction of 
merchant vessels recognized by inter- 
national law as such, vessels, both 
within and without the area declared 
I a naval war zone, shall not be 
sunk without warning and without 
saving human lives unless the ships 
attempt to escape or offer resistance." 
But I neutrals cannot expect 
that Germany, forced to fight for 
existence, shall for the sake of neutral 
interests restrict the use of an effective 

1700 weapon if | the enemy is permitted 
to continue to apply at will methods 
of warfare violating rules of interna- 
tional law. Such a demand would 
be incompatible with | the character 
of neutrality, and the German Gov- 



ernment is convinced that the Gov- 
ernment of the United States does 
not think of making such a demand, | 
knowing that the Government of the 
United States repeatedly declares 
that it is determined to restore the 
principle of freedom of the seas, from 
whatever | quarter it has been vio- 
lated. 

Accordingly, the German Gov- 
ernment is confident that in conse- 
quence of the new orders issued to the 
naval forces, the Government | of moo 
the United States will also now con- 
sider all impediments removed which 
may have been in the way of mutual 
cooperation toward restoration of the 
I freedom of the seas during the war, 
as suggested in the note of July 23, 
1915, and it does not doubt that the 
I Government of the United States 
will now demand and insist that the 
British Government shall forthwith 
observe the rules of international law 
• universally recognized before | the 
war, as are laid down in the notes pre- 
sented by the Government of the 
United States to the British Govern- 
ment December 28, | 1 9 1 4, and i90o 
November 5, 1915. 

Should steps taken by the Gov- 
ernment of the United States not at- 
tain the object it desires, to have the 
laws of humanity followed by all 
belligerent nations, the German Gov- 
ernment would then be facing a new 
situation in which it must reserve to 
itself I complete liberty of decision. 

The undersigned avails himself 
of this opportunity to renew to the 
American Ambassador assurances of 
highest consideration. (1971) 



APPENDIX A 

PUNCTUATION 

The modem tendency is toward "open punctuation," using only such 
marks as are absolutely essential to make clear the meaning of the sentence. Re- 
member that the only reason for the presence of punctuation marks is that they 
enable us to understand more readily the writer's thought. 

I The Comma (,) 

1. The principal parts of the heading, address, conclusion, and superscription 
of a letter should be separated by commas. 
Example: 

Pittsburgh, Pa., May 4, 1916. 
Mr. J. B. Jackson, 

478 Perrysville Ave., 
Philadelphia, Pa. 

Sincerely yours, 

John E. WoosJ:er. 

2 A non-restrictive relative clause is separated from its antecedent by a comma- 
Note. — ^A relative clause is non-restrictive when it does not limit the 
meaning of its antecedent, but rather adds a general thought to the 
whole sentence; as. In this text you are practicing well-written letters, 
which wDl increase your familiarity with good English. (The principal 
thought in this sentence is, "In this text you are practicing well- writ ten 
letters." The relative clause, " which will increase your familiarity with 
good English," merely adds a general thought.) 
Other Examples: 
I gave the money to the driver, who will give it to his employer. 
We have to meet some heavy obligations, which will require all the 
funds we shall be able to procure. 
A restrictive relative clause, as a general rule, is not separated from its 
antecedent by a comma. 
Note. — ^A restrictive relative clause is one that limits its antecedent; 
as, 

We have practiced the well-written letters which you said would in- 
crease our familiarity with good English. (The relative clause, 
"which you said," etc., limits its antecedent to certain letters; hence 
it is restrictive.) 

Remark. — If some intermediate expression occurs between the rela- 
tive and its antecedent, a comma should be placed before the relative 
clause; as. 

He lives most wisely, who employs his time most usefully. 
Remark. — ^When the restrictive relative pronoun is followed by an 
expression set off by commas, a comma should be placed before the 
relative; as, 
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We have refen:ed to the person, who, as you said, had unjustly 
criticised us. 

Remark. — ^When the relative pronoun refers to each of a series of 
nouns, it should be separated from the series by a comma; as, 
We know a number of merchants, agents, and consiuners, who dis- 
credit your product. 

Note. — ^When the subject of a sentence is a long noun clause, it 
should be separated from the verb by a comma. 

The fact that it was instantaneously so successfid, and that its 
popularity and its sales are increasing at so wonderful a rate, is the 
best evidence that, etc. 

3. Restrictive adverbial clauses introduced by conjunctive adverbs are not us- 

ually set ofif by commas; but when such clauses present additional thoughts, 

they should be set off by commas. 

Examples: 
I do not know where he is just now. 

It will be all right if the teacher gives his permission. (Both restrictive.) 
Would such a machine interest you, particulariy if it were simple, dura- 
ble, and inexpensive? 

Tliis gentleman has had considerable experience as an inspector at our 
Boston office, where he had charge of the inspection service at our 
Market Street office. (In both these sentences, additional thoughts 
are presented. See Rule 6 for transposed adverbial clauses.) 

4. Words and phrases in apposition are set off from the rest of the sentence by 

commas; as. 

Our representative, Mr. F. E. Wyime, will call upon you. 

The superintendent of our office, Mr. C. W. Swem, will put himself into 

communication with you. 

We would again refer you to Messrs. Price & Sons, our agents in your 

territory. 

I shall call on Monday, March 12, for the packages. 

Note. — ^Adjectives which immediately follow the word they modify 

should be set off by commas. 

This is a first-class cement, tough and durable. 

5. Ellipsis should be indicated by the comma. 

Note. — Ellipsis is the omission of a word or words which must be sup- 
plied to complete the meaning. 

Reading maketh a full man; conversation, a ready man; writing, an 
exact man. 

These reports may be obtained from the Superintendent of Documents, 
Government Printing Office. ("Superintendent of Documents, Gov- 
ernment Printing Office" means " Superintendent of Documents at the 
Government Printing Office.") 

In the morning, we went to his office; later, to his home. ("Later, to 
his home" means "later we went to his home.") 
The convention will be held in Baltimore, Md., July 5, 1916. ("Balti- 
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more, Md., July 5, 1916" means "Baltimore in Maryland on the day of 
July 5 of the year 1916.") 

6. Introductory expressions and transposed phrases and clauses are generally 

followed by the conuna. 
Note. — ^A phrase or clause is transposed when it is placed out of its 
natural order in the sentence. 

(a) Introductory expressions usually begin with a participle or an equiva- 
lent phrase. 

Examples: 
Repl)dng to your letter of the 1 6th» we have no rugs of the pattern you 

describe. 
In answer to your letter, we are sending you our catalogue. 

(b) All transposed adverbial clauses beginning with i/, when, whenever j 
as J unless f since ^ etc., are followed by the comma according to this rule. 

Examples: 
If we do not hear from you by the 10th, we shall send the account to 

our lawyer. 
Since writing to you yesterday, considerable additional information has 

been received. 

(c) Sometimes the conjunction is omitted, and the clause begins with its 
verb. 

Exab£PLe: 

Should you be in the market for varnishes, kindly let us hear from you. 
Other Examples: 

According to our books, $15 of your account is now due. 

As evidence of our good faith, we submit the following: 

In times of prosperity, prepare for adversity. 

7. Place a comma before or when it introduces an equivalent, an explanatory 

word, or a phrase that defines the writer's meaning. 

(a) The chassis, or frame, of our car is made of second-growth hickory. 

(b) The river, or stream, was full of trout. 

8. Parenthetical and intermediate expressions should be set off by commas. 

(a) Parenthetical expressions are those which could be omitted from the 
sentence without destroying or altering its meaning. Words like how- 
ever, therefore, and namely , and phrases such as of course, at any rate, 
in the meantime, etc., are parenthetical in their nature. 

Examples: 
We, however, do not see the necessity of such action. 
You, of course, may do as you choose. 

(b) Intermediate expressions have some bearing on the thought of the 
sentence, but by reason of their position between some of the essential 
grammatical parts of the sentence, need to be set off. 

Examples: 
We have, as you see, no room for storing an additional stock of goods. 
(The dause, "as you see," comes between the verb and its object.) 
Prompt delivery, as well as low prices, will be given every attention. 

9. Short independent clauses, when closely connected, should be separated by 

commas. 
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Examples: 
It is about typewriters, it is free, it is full of interesting things, and you 
will enjoy reading it. 

Our carburetor makes a thorough mixture, it saves gasoline, it increases 
engine-power, and it costs less. 

10. Words or pairs of words used in a series in the same construction are generally 

set of! by commas. 

Note. — ^Two or more words are in the same construction when they 

have a common dependence on some other term. 

Note. — ^When the conjunction occurs only between the last two of a 

series, a comma should be placed before the conjunction. 
Examples: 

It is a smooth-running, noiseless, and powerful engine. 

Poetry, music, painting, are fine arts. 

Greed and ambition, power and influence, enmity and distrust, were 

the motives that guided his action. 

Note. — ^A comma should be placed after "etc.," unless the sentence 

ends with that word. 

Your order for hardware, silverware, crockery, etc., has been received. 

11. Participial phrases are set off by commas (a) when used independentiy, 

and (b) when used non-restrictively as adjective modifiers. In the latter 

case, the participial phrase presents an additional thought. 

Examples : 
The goods having been properly forwarded, our responsibihty ceases. 
The spinal cord, proceeding from the brain, extends downward through 
the backbone. 

We are also writing the factory, requesting them to hurry forward 
shipment. 

Note. — ^Independent infinitive phrases are also set off by commas. 
To tell the truth, I regret it. 

Note. — ^Long prepositional phrases introduced by expressions like in 
addition to, together with, etc., are often preceded by the comma. 

Examples: . 
The enclosed postal card, returned to us, will bring you information 
that will enable you to save tires, as well as the time and effort incident 
to making a tire change. 

We cordially invite you to become a member of the Association by re- 
turning the enclosed application blank, together with your check for at 
least $8. 

12. Words in direct address are grammatically independent; they should, there- 

fore, be marked off by commas. 

Accept, Excellency, the renewed assurances of our highest regard. 

13. A short direct quotation, when not formally introduced, should be preceded 

by a comma. (See Rule 24.) . 
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14. When no one ©f the independent clauses of a compound sentence is divided 

by the comma and connecting words are used, the clauses should be sepa- 
rated by the comma. 

Cars are rapidly coming in from the West, and our foreman has instruc- 
tions to side-track three for you tomorrow. 

Note. — ^When the sentence is short, the clauses closely connected in 

thought, and the subject in one of the clauses is omitted, the compound 

clauses need not be separated by the comma. 

We have your letter and shall deliver your goods tomorrow. 

We are shipping your books today and shall send the bill ot lading 

tomorrow. 

Note. — ^But when the clauses are adversative (introduced by btd)j or 

alternative (introduced by or)j the comma should be used between the 

clauses even though they are short. 
Man proposes, but God disposes. 

These quotations hold good for sixty days, or as long as the supply 
lasts up to that time. 

Note. — ^Long compound modifiers need sometimes to be separated by 

the comma. 
Examples: 

It is the desire of the trustees to place the University next door to you 

and to your neighbors, and to render such service as is within its power. 

This arrangement eliminates the necessity of procuring United States 

money abroad, or leaving baggage in bond while money is secured after 

landing! 

15. Words or phrases contrasted with each other are separated by commas. 

Examples: 
We are paying you to talk business, not politics. 

It is results we look for, not repeated explanations why you did not 
secure them. 
Monday, not Tuesday, was the day agreed upon. 

II The Apostrophe (') 

16. Use the apostrophe to form the possessive case of noims. 

(a) Singular nouns form the possessive by adding 's, 
Harry, Harry's; lady, lady's; tailor, tailor's. 

(b) Plural nouns ending in s form their possessive by adding the apos- 
trophe only. 

Ladies, ladies'; tailors, tailors'. 

(c) Plural nouns ending in any other letter but j form their possessive by 
adding '5. 

Oxen, oxen's; men, men's. 

Note. — Business firms, generally, are omitting the apostrophe in their 
titles; thus: The Johnston Sons Company instead of The Johniton 
Sons' Company. 
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17. Use the apostrophe to indicate the omission of letters or figures. 

Doesn't {ioT does not). Ksisn^ (for has not). Can't (for canno/). Wasn't 
(for was not). It's (for it is). '16 (for 1916). 

Note. — Do not use the apostrophe with the possessive pronouns its, 

theirs, ours, his, and hers. 

Ill The Period (.) 

18. The period should be used after every complete declarative and imperative 

sentence. 
Examples: ^ 

He told us all about his trip. 

Do not space more than twice after a period. 

19. A period should follow initials and most abbreviations. 

Examples: 
Wm. E. Cochran; J. L. Cummins, Ph.D.; Chap. IV. 
Note. — ^The period is frequently omitted after Roman numerals. 
Never use the period after Isty 2d, 4th, etc., as they are complete words. 
Do not use the period after nicknames such as Fred, Ed, Will, etc. 
Never use the period after ordinary numerals unless used in an enum- 
eration of particulars; as, 
The subject of history is treated under these heads: 

1. Ancient. 

2. Mediaeval. 

3. Modem. 

20. Use a period after (a) the side-heads of paragraphs, and (b) the titles of 

books, etc., when followed by the name of the author; also at the end of 

the date line, address, and signature of a letter. 

Examples: 

(a) The characters of the alphabet. 

The characters of the alphabet are few and simple in number. 

(b) The Writer's Desk Book. J. A. Wilson. 

Note. — Do not use the period after (a) headings of chapters, sub- 
headings, or (b) items in tabulated matter. 
Examples: 

(a) Chapter XI, Lesson Seven, Suffixes. 

(b) We have shipped you the folio wing: 
75 lbs. Roasted Coffee 

48 lbs. Granulated Sugar 
25 lbs. Peari Meal 

IV Tbe Interrogation Point (?) 

21. The interrogation point should follow every direct question and each ques- 

tion in a compound interrogative sentence. 
Examples: 

Have you learned to punctuate? 
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May we send you our catalogue? 

What is the meaning of this letter? of these insinuations? of these 

covert threats? 

22. The interrogation point slTould not follow an indirect question. 

Example: 

She asked if you had been here. 

V The Exclamation Point (!) 

23. The exclamation point should be placed after (a) interjections, (b) exclama- 

tory expressions, and (c) exclamatory sentences. 
Examples: 

Look! Here comes the procession. 

O noble woman! 

How sad is his loss! 

Note.— O is not followed by an exclamation point; but oh is so followed, 

imless the emotion runs through the whole expression. 

\T Quotation Marks (" ") 

24. Every direct quotation should be enclosed in quotation marks. A quota- 

tion within a quotation is enclosed in single marks. 

Grammarians say, "A direct quotation repeats the exact words of the 

speaker or writer; an indirect quotation is one that does not contain the 

exact words, and should not be enclosed in quotation marks." 

We have your telegram which reads as follows: 

"Shipping ten car-loads Imperial." 
Note. — ^The quotation marks are placed outside the other marks of 
punctuation unless the entire sentence forms a question or an exclama- 
tion, in which case the interrogation and exclamatory points are placed 
after the quotation marks. 

Examples: 
The doctor asked, "Have you been ill lately?" 
(The question refers only to the words quoted.) 
Did the doctor ask, "Have you been ill lately"? 
(This entire sentence forms a question.) 
She said, "How glad I am to see you!" 
How beautiful is Field's poem, "Little Boy Blue"! 
Note. — ^When parenthetical or explanatory words are inserted between 
the parts of a direct quotation, each part is enclosed in quotation 
marks, and the in^rted expression is set off by commas. 
"You talk," said I, "as if you thought it was a man's duty to be 
happy." 

" I do," he answered firmly, "that is precisely and definitely what 
I think." 
Note. — ^A slang expression, when quoted, is put in quotation marks. 
It is not a "get-rich-quick" compound. 
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25. The titles of books, magazines, and the distinctive names of articles of com- 

merce, when used in a sentence, should be enclosed in quotation marks. 
Examples: 

We publish "Lessons and Exercises in English," which you will find 

listed in our catalogue. 

I am scxiding you a copy of " Pictorial Review." 

You will find "Kartol" to be an excellent remedy for rheumatism. 

VII The Semicolon (;) 

26. The semicolon is used to separate the clauses of a compound sentence when 

no conjunction is used, or when the clauses are long and loosely connected. 
Example: 
Your telegram was received today; we leave tomorrow. 

27. The semicolon is used to separate the clauses of a compoimd sentence when 

the clauses themselves are subdivided by commas. 
Example: 

Your telegram was received today; and if nothing prevents, we shall 

leave tomorrow. 

28. The semicolon is used to separate clauses in a series, all of which are de- 

pendent upon the same introductory or concluding expression. 

Note. — If the clause upon which they depend comes at the beginning 
of a sentence, they may be separated from it by a comma; if it is placed 
at the end of the sentence, the comma should be followed by a dash. 

Examples: 
John Smith being duly sworn testifies, that he knew the defendant; that 
he believes him to be an honest man; and that he has no reason to dis- 
trust him. 

If a purpose to speak in perfect frankness and sincerity; if earnest un- 
derstanding of the vast interests involved; if these m^^y be counted to 
steady undisciplined speech and to strengthen an untried arm, — then I 
shall find courage to proceed. 

29. The semicolon is often used to separate the members of a complex sentence 

when the second clause explains or gives a reason for the main proposi- 
tion of the sentence. This rule also applies in the case of illustrations and 
examples introduced by the words, namely, viz., to-wit, etc. 
Examples: 

You should advertise your goods extensively; for your success depends 

upon quick sales. 

We are allowing you the regular commission on all sales; viz., 20% on 

cash orders. ^ 

VIII The Colon (:) 

30. The colon should be used to separate the large divisions of a complex sen- 

tence when either of the minor divisions is separated by a semicolon. 
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Example: 

"Very good," replied the dial: "but recollect that though you may 
think of a million strokes in an instant, you are required to execute but 
one; and that, however often you may hereafter have to swing, a mo- 
ment will always be given you to swing in." 

31. The colon should follow (a) a formal introduction to a series of items or ex- 

pressions, (b) a formal introduction to a quotation, and (c) the salutation 

of a letter. 

Examples: 

(a) Please quote us prices on the following: 
Ajax Tires 

Ford Radiators 

Stewart Speedometers 
You should install our engine for three reasons: It will give you more 
power; it will consume less fuel; and it costs less money to buy it. 

(b) We have your telegram which reads as follows: 
"Shipped goods yesterday." 

Note. — ^A formal introduction to a quotation is in the form of a com- 
plete sentence. 

(c) Gentlemen: 
My dear Sir: 
Dear Mr. Jones: 
Dear Madam: 

IX The Dash (— ) 

32. The dash is used to mark a sudden or abrupt change in the thought or con- 

struction of a sentence. It is sometimes thus used for rhetorical effect. 
Example: 

Religion — ^who can doubt it — ^is the noblest theme for the exercise of 

the intellect. 

X The Parentheses ( ) 

33. The parentheses are used to enclose expressions entirely independent of the 

grammatical construction of the sentence, but connected in thought. 
Example: 

Adjectives change their form (have an inflection) to denote different 
degrees of quality, quantity, or number. 

34. The parentheses are used to enclose figures following an expression of the 

same amount in words. 
Example: 
We have your check for five hundred ($500) dollars. 

XI The Hyphen (-) 

35. The hyphen is used between the parts of compound words, and at the end 

of a line to indicate that a word is divided. Never divide a word except 
between syllables. Words of one syllable cannot be divided. Never 
divide a word so that one letter only appears at the end of a line. If 
necessary to avoid this, carry the entire word over to the next line. 
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XII Capitals 

36. The first word of every sentence, of every line of poetry, and of every direct 

quotation should begin with a capital letter. 

37. Every proper noun and every adjective derived from a proper noun should 

begin with a capital letter. 
3S. Titles of books, newspapers, etc., and titles of office and honor when applied 
to a particular person, should be capitalized. 

39. For emphasis many business firms capitalize the names of their products and 

other special terms peculiar to their business. 

40. Always write the words I and O as capitals. 

41. Do not capitalize the names of the seasons, nor the names of directions un- 

less they refer to definite parts of the country. 



APPENDIX B 

DEFINITIONS AND EXPLANATIONS 
Of Technical and Semi-technical Terms used in Sections I and n 

To the Student: 

The definitions here given are specialized; i.e., they have reference primarily 
to the use of the words in the constructions in which they are used in the letters 
of Sections I and 11. 

The abbreviation q.v. means "which see." When looking up the definition 
of a word in which this abbreviation occurs, do not fail to refer also to the word 
coming before q.v., in order that you may get a full explanation of the term the 
meaning of which you wish to learn. 

A 

Abatement. Amoimt deducted or taken off; decrease. 

Accessibility. The state of being easy to get to; ready approachability. 

Accessories. Articles used in connection with something else considered the prin- 
cipal; things additional and subordinate; astiresJ^ handle bars, lamp, and the 
like, are accessories to a bicycle. 

Acoustic. Pertaining to the sense of hearing. The expression, acoustic proper- 
ties of a hall, refers to the advantages of the hall as a place in which 
speakers can be easily heard. 

Accrued. Added as increase; acounidated as interest. 

Adding and Listing Machine. A machine, such as the Burroughs, which mechan- 
ically adds and lists columns of figures. 

Addressograph. A machine which mechanically writes letter superscriptions 
and the like by means of a stencil (q.v.) . 

Adjudication. A decision handed down by a court. 

Adjustable. Capable of being made to fit various situations; adaptable. 

Adjustment. The bringing of things into a proper condition; a settlement. 

Administratlye.' Executive; referring to the conduct or management of affairs. 

Affidavit. A sworn statement in writing; a declaration in writing made upon 
oath before a magistrate or notary public. 

Aggregate. • To amount to in the total sum. 

Annuitant. One who receives or is entitled to an annuity (q.v.). 

Anntdty. An amount payable yearly for a certain or an uncertain time; an* 
annual allowance made by an insurance company at the expiration of a given 
period of years during which premimns (q.v.) have been paid to the company. 

Apparatus. Any complex instrument or appliance for a specific action or 
operation. 

Apprentice. One who is learning a trade or business. 

Approximately. Nearly, but not exactly, correct. 

Assets. The entire property, of all sorts, of a person or corporation applicable or 
subject to the payment of debts. 

Auction. A public saie of property to the highest bidder. 

235 
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Audit. A formal or official examination of accounts. 
Authentic. Genuine; trustworthy; reliable. 

AuthorltatlTe. Having due authority; entitled to credit or acceptance. 
Axmlnster. A kind of carpet or rug made of soft woolen yam, figured, on a firm 
groimdwork of jute or other heavy material. 

B 

Bacteria (plural; Bacterium, singular). Infinitely small organisms found in th:^ 

air, water, soil, and in the bodies of living animals and plants; germs. 
Banic Clearings. A method adopted by banks for making an exchange of checks, 

etc., held by each against the others, and settling balances of accounts. 

The gross amount of the balances so adjusted constitutes the bank clearings 

of any center. 
Baremeter. An instrument for determining the weight and pressure of the 

atmosphere; used to judge the probable changes of weather, etc. 
Berth. A bed in a sleeping car. An "upper berth" is one suspended over a 

"lower berth." 
Bill of Lading (B/L). A written receipt by a carrier for goods delivered to the 

carrier for transportation, and an agreement to transport and deliver them to 

a person named therein or to his order. It is signed by the agent of the 

traniportation company. 
Bindery. A place where books, pamphlets, etc., are boimd. 
Bomd. An interest-bearing certificate issued by a corporation (q.v.), private or 

municipal, as an evidence of debt, usually for the purpose of borrowing 

money. 
Bond. The name of a grade of writing paper. 

Breker. A person whose business is the buying and selling of investment securi- 
ties (q.v.), such as stocks (q.v.) and bonds (q.v.). 
Brokerage. The fee or commission (q.v.) for transacting business as a broker 

(q.v.). 
Buckle. To bend; to cause to kink or to become distorted. 
Burroughs. The name of an adding machine which mechanically lists and adds 

figures. 

C 

Cabinet. A case for the display of a collection of specimens; a case or set of draw- 
ers for filing, etc. By cabinet work is meant an interior finish in hard 
woods, paneled, moulded, and varnished. 

Caliper. To measure by means of calipers; this is an instrument with two legs 
fastened together with a hinge, used for determining the thickness or diameter 
of objects, or the distances between surfaces, etc. 

Call Number. The number by which a telephone subscriber is listed in the tele- 
phone directory. 

Canceled Note. A promissory note, which, after pajnnent, has been annulled or 
made void by some perforation or writing across the face. 
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Canvas. A strong, rough cloth made of hemp, flax, or cotton. 

Canvass. A systematic effort to obtain information of any kind; solicitation 
of votes before an election. 

Cap Size. The trade name for paper 14' x 17" in size. 

Carbon. Thin paper coated with a special preparation used in making duplicate 
(q.v.) copies; a chemical substance used in the manufacture of incandes- 
cent (q.v.) electric lamps. 

Carriage. The price or expense of transporting goods. 

Cash Surrender Value. In insurance, the amount of money the company will 
give the policy-holder when a policy (q.v.) becomes lapsed (q.v.) before termi- 
nation, upon siirrender of the policy to the company. 

Caucus. A meeting of the local members of a political party to nominate candi- 
dates for local office, or to elect delegates to a convention of the party. 

Celluloid. A substance resembling ivory in color and texture, made of camphor 
and guncotton. 

Certificate of Indebtedness. A formal document issued by a corporation 
(q.v.) as evidence of its liability to stockholders (q.v.) for amounts paid 
in on sto<5k held by them. 

Certified Check. A check guaranteed to be good by the bank upon which it is 
drawn, and which has written across the face the word certified, or equiva- 
lent words, by the cashier or paying teller. 

Cheviot. A nappy, usually twilled, fabric. 

Circuit. In electricity, the complete path of an electric current. 

Clearance. The act of clearing off surplus (q.v.) goods by special sale. 

Clerical. Relating to a clerk or copyist. 

Client. A patron; one who resorts ta another for professional advice. 

Clincher. A bicycle or automobile tire which may be securely gripped or clinched 
to the wheel without the use of any adhesive substance. The tire has beads 
or flanges on each side of its inner surface, which fit into the turned-over 
edges of the wheel rim. 

Closed Mortgage. A mortgage on property upon which no further mortgage 
can be put. (See first mortgage.) 

Clutch. A piece of mechanism for gripping any appliance, such as a reverse gear 
(q.v.). 

Coagulation. Substance formed into a semi-solid mass by chemical action; 
congealing. 

Coaster Brake. A brake on a bicycle operated by reverse pressure on the pedals; 
so called because it permits coasting without having to remove the feet from 
the pedals; a bicycle so equipped. 

Coils. A series of rings or spirals. 

Coin Cards. Heavy pasteboard cards having circular spaces to fit coins of various 
sizes; intended for the transmission of coin by mail. 

Collateral. Secured or guaranteed by additional obligation or security. 

Commensurate. Equal in measure or extent. 

Commission. A percentage, or allowance, made to an agent for transacting busi- 
ness for another. 
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Common Pleas. A law court having jurisdiction over the ordinary civil suits 
between citizens. 

Commonwealth. The State. 

Complimentary. Expressive of regard. A complimentary copy of a book is one 
sent without charge by the publishers. 

Compromise. A settlement arrived at by mutual concessions. 

Concave. Hollow and curved. 

Concentrate. To bring together into one place; to condense. 

Concurrence Release Blank. A paper which some companies request their 
minor employes to sign; by its terms, the employe releases the company in 
advance from liability for any injury he may sustain while at work; the par- 
ent or guardian of the minor also concurring therein. 

Consignment. Goods sent to an agent or customer in another place, to be 
cared for or sold. The sender is called the consignor and the receiver the 
consignee. 

Constituent. Any citizen or resident of a district represented, considered with 
reference to the representative. 

Consul. An official appointed by the government to reside in some foreign coun- 
try to care for the commercial interests of the citizens of the appointing 
government. 

Convertible. Capable of being transferred for proper value or obligation of an- 
other kind; such an act is called conversion of the thing transferred. 

Cooperation. Mutual assistance; acting jointly with others. 

Copy. Manuscript or printed matter to be put in type or plates for printing. 

Copyright. An exclusive right granted by the government to reproduce, publish, 
and sell the matter and form of a literary or artistic work. 

Corporate. Grouped together; aggregate; referring to a corporation (q.v.). 

Corporation. A group of persons treated by the law as an individual or unity, 
having rights or liabilities (q.v.) or both, distinct from those of the persons 
composing it. 

Corps. A body of men organized or und*er direction. 

Cost System. A system of accounting which imdertakes to determine the actual 
cost of producing an article, or a certain line of goods. / 

Countersign. To sign in addition to another signature, in order to certify to the 
genuineness of the first signature. 

Coupon. One of a number of attached, perforated certificates which show that 
the holder is entitled to a certain service or right. 

Coupon Bonds. Bonds (q.v.) which have attached to them certificates of interest 
for a term of years, designed to be cut off and presented for payment when 
the interest on each becomes due. 

Credits. Items on which an extension of time for payment has been granted. 

Criterion. A standard of judging. 

Cumulative Preferred Shares. Preferred shares (q.v.) on which the interest 
for any period, if not paid, accumulates and becomes payable at the expira- 
tion of the next dividend (q.v.) period. 
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Currency. Money; whatever passes from hand to hand as a medium of exchange. 

Current. Present; belonging to the time now passing. 

Cursory. Hasty; superficial. 

Cushion Frame. A bicycle frame so constructed as to reduce shocks to a 
minimum. 

Custom House. The building where customs and duties imposed by the govern- 
ment are paid. 

Cut. An engraved block or plate for printing, or the impression from such an 
engraving. 

Cylinder. A long circular body, solid or hollow, of a uniform diameter. 



Damper. A movable plate in the flue or other part of a stove, used to check or 

regulate the draft. 
Data (plural; Datum, singular). Facts presented; notations (q.v.) giving 

information. 
Debilitated. Enfeebled; weakened. 
Debit. An entry in an account of something owed. 
Deduction. That which is taken from; the amount of abatement (q.v.) cr 

decrease. 
Demonstration. An exhibition or display by way of proof. - 
Demountable. CapaJ)le of being taken off. 
Denomination. One of a series of related imits denoted by special names; as, 

denominations of United States money, denominations of bonds, and the 

like. 
Deteriorate. To grow worse; to become impaired in quality. 
Diacritical Mark. A sign applied to a lettef to distinguish one sound from other 

sounds of the same letter. 
Diagnose. To make critical scrutiny with a view to learning the character of the 

thing examined; in medicine, to determine upon the nature of the disease 

by an examination of the symptoms. 
Dictograph. Trade name of an instrument which records speech by mechanical 

means on the principle of the graphophone (q.v.). 
Die. A metal block or plate so cut or shaped as to give a certain form to, or 

impress any desired device on an object or surface, by pressure or blow. 
Disc. A flat circular plate. 

Discount. A deduction or allowance made from the gross sum owed. 
Dispatch. Promptness. 
Distributor. A local agent. 
Dividend. A percentage of the profits of a corporation (q.v.) distributed among 

the stockholders (q.v.) on the basis of the nmnber of shares held by each. 
Draft. A formal order by one person on another, directing the payment of money 

to a third person. 
Draft. The act of moving loads by drawing, as by horses. 
Dimimy. A set or sheet of leaves made up, as by binding, to represent a book or 

pamphlet to be printed. 
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Dun. To make urgent or repeated requests or demands for pajmaent. 
Duplicate. An exact copy produced by mechanical means or by the use of car- 
bon (q.v.) at the same time that the original is being written or typewritten. 
Duplication. Doubling; to do again what has been previously done. 

£ 

Eliminate. To get rid of; to exclude. 

Embassy. The man sent as an ambassador, together with his suite; the oflice or 
function of an ambassador ; the official residence of an ambassador. 

Embossed. Raised in relief from a surface. 

Encyclopedia. A work whidi undertakes to give a comprehensive summary of 
knowledge on a special or general subject. 

Endorsement. A writing on the back of a negotiable instrument by which prop- 
erty therein is assigned and transferred to another. 

Endowment. In insurance, a policy contract which calls for the payment of a 
fixed sum at the expiration of a fixed term of years or at prior death. 

En masse (Fr.) In a body or mass. 

Enter Suit. To bring an action at law by filing the proper documents. 

Equitable. Just; fair. 

Estimate. A statement of the amount for which certain work will be done by one 
who is bidding for it. 

Excellency. A title of honor given to certain high dignitaries, such as ambassadors. 

Excess. Going beyond the limits of anything. Excess messages, in the tele- 
phone business, are the calls over and above the nimiber allowed when the 
service is limited to a definite number of calls per month; such excess tnes- 
sages are charged for at toll (q.v.) rates. 

Execution. A judicial writing by T^hich an officer is authorized to carry a judg- 
ment into effect. 

Executor. A person appointed by a testator (q.v.) to execute his will, or to see 
that its provisions are carried into effect, after his death. The courts in 
some cases appoint executors. 

Expedient. Advantageous; suitable to the end in view; desirable. 

Expedite. To hasten along; to carry through with dispatch (q.v.). 



Facilitate. To make easy or less difficult ; to expedite (q.v.) the progress of. 

Facilities. Matters which promote the ease of any action or transaction; 
advantages. 

Facsimile. A copy or duplicate (q.v.) of anything made so as to give every par- 
ticular detail of the original. 

Fire Brick. A brick capable of sustaining a high heat without melting, and used 
for lining fire boxes, etc., fire cement being used between the brick. 

Fire Cement. A cement composed mainly of asbestos and magnesia. 
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First Mortgage. A mortgage is a conveyance of property, upon condition, as 
security for the payment of a debt, to become void upon payment according 
to the stipulated terms. A first mortgage is one that has priority as a lien 
(q.v.) over all others. 

Flasher. A device by which electric current is thrown on and oflF at regular 
intervals; used in electrical advertising signs. 

Fluctuate. To go up and down in price; to be unsteady or wavering. 

Flue Rings. Rings placed upon that division of a chimney (the flue) which con- 
veys smoke and flame to the outer air. 

Folio. A leaf or page of a manuscript; a page in an account book; the page Tium.- 
her; folio size is the trade name for paper having certain dimensions (usually 
17* X 220. 

Forfeit. To lose the right to anything because of neglect; in insurance, to lose 
the privileges and protection afforded by the contract by the neglect to pay 
thepremiiuns (q.v.). 

Form. A printed document containing prescribed or formal words the blanks of 
which must be filled in to complete it; in printing, the type or other matter 
from which an impression is to be taken, arranged or secured in a frame. 

Formulate. To put into a clear and definite form of statement or expression. 



Galvanize. To subject anything, as iron, to the action of electrical current in 
order to coat it with zinc or other substance to prevent the material from 
rusting. 

Granule. A small particle; a pellet. 

Graphi:. Pertaining to the arts of drawing and painting. 

Graphophone. An instrument for mechanically recording and reproducing human 
speech; used in business to record letters dictated and later to be tran- 
scribed from the cylinder by a typist. 

Grate. A frame, or bed, for holding fuel while burning. 

Guarantee. An agreement or statement by which the seller secures the 
purchaser against any failure in the terms of the sale, the quality of the 
goods, etc. 

Guide Cards. Filing cards which have attachments at the top to direct the 
eye to the proper place. 

H 

Half Morocco. A binding for books, one-half of the binding (usually the back) 
being of a fine kind of leather prepared from goatskin or sheepskin. 

Hardwood. Any wood which is heaVy, close-grained, and resistant, as opposed 
to soft wood possessing the opposite qualities. 

Hazard. Risk; danger; peril. 

Heel (of a pen). The hinder part of a pen which fits into the holder. 

Hoisepower. A unit of power (23,000 foot pounds of work per minute) used to 
indicate the driving capacity of an engine. 
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Ignition. The act of heating or bringing about combusCon; it is effected in 

automobile construction by electric sparks. 
Imitation Typewritten Letters. Letters produced by means of a duplicating 

machine, such as the Multigraph (q.v.), in such a way as to closely resemble 

original typewritten letters. 
Inactive Account. A savings account on which checks may not be drawn (as 

opposed to checking, or active, accounts). 
Incandescent Lamp. The term applied to that kind of electric lamp which 

consists of a filament (thread-like object) fixed in an exhausted glass bulb, 

and heated by an electric current. 
Index. A table for facilitating (q.v.) reference to topics, names, etc., in a book. 
Inevitably. Unavoidably. 

Inflate. To swell or distend with air; to pump up (a tire). 
Ingest. To take into the digestive cavity of the body. 
Inheritance Tax. A tax imposed at the death of the testator (q.v.) upon the 

property received by the heirs. 
In re (Latin). In the matter (of). 
Install. To set up or fix in position for use. 
Installment. A part of a debt or siun of money which is divided into portions 

that are made payable at different times. 
Interstate Commerce Commission. A Commission established by the Inter- 
state Commerce Act to execute and enforce the provisions of the Act; the 

Act regulates commerce between the states when carried wholly or partly 

by rail. 
Intrinsic. Actual; inherent; essential. 
Inventory. An itemized list of goods with their estimated worth; an account of 

stock on hand. 
Invoice. A written account, or itemized statement, of merchandise shipped to a 

purchaser or consignee (q.v.) with the quantity, value, or prices and charges 

annexed. 
Itemized. Set out by items or particulars. 
Itinerary. A course pursued in a journey; a route. 



Journal. A book of accounts in which is entered a condensed and grouped state- 
ment of the daily transactions; paper used in such books; a periodical or 
magazine. 



Kiln. A furnace or heated chamber for the purpose of hardening and burning 
brick, drying lumber, eta 
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Landaulet. A small, two-passenger automobile with a top that can be thrown 

back. 
Lapse. To lose privilege or use by neglect; in insiu-ance, a policy lapses when it 

terminates, the values under it being forfeited (q.v.) solely because of non- 

pa)anent of premiums (q.v.). 
Last Survivor Annuity. An annuity (q.v.) payable while all or any one of a 

specified number may survive. 
Lath. Thin narrow strips of wood nailed to rafters, etc., to make a ground 

work for tiles or plastering. 
Layout. The process of la3dng out or planning in detail; the plan so laid out. 
Leaded Glass Section. Any section of glass framed with lead. 
Leased Wire Service. That service rendered by a long distance telephone 

company when it leases (rents) its wires for a definite period of time each 

day for the exclusive use of the subscriber. (Contrast Toll Traffic.) 
Ledger. The final book of record to which the items of the various books in which 

transactions are classified and recorded, are transferred; loose paper ruled 

for use in recording ledger accounts. 
Legal Reserve. In life insurance, the amount of assets (q.v.) necessary for 

a company to have at any given time to enable it to meet all claims on the 

contracts it has in force as such daims mature; the legal reserve is fig- 
ured on the basis of a mortality table (q.v.), and the amount is ordinarily 

determined by the state. 
Lessor. One who leases property to another; one to whom property is leased 

is called the lessee. 
Letterheads. Sheets of paper having printed or engraved headings consisting 

of the name of the firm, place of business, etc. 
Lettervelop. A sheet of heavy paper so folded and fastened that it may be 

mailed without an envelope; it thus serves the purpose of both the letter- 

sheet and the envelope. 
Liabilities. One's pecuniary (q.v.) obligations; debts collectively. 
License. Formal permission from the proper authorities to perform certain 

acts which would be illegal without such permission. 
Lien. Any legal claim, especially against property, which is held until some 

daim of the holder is paid or satisfied. 
Limousine. An enclosed automobile having a top projecting over the driver 

and a protecting front. 
Liquidate. To settle by paying for; to go into liquidation (q.v.). 
Liquidation. Bankruptcy; a settlement of the accounts and distribution of 

the assets (q.v.) of a corporation (q.v.) in the process of winding up business. 
Lithographed. Printed from a writing or design on stone. 
Loan Value. In insurance, the amount of money which the company will lend 

on the security of the policy (q.v.). 
Lubricant. Any substance, such as oil or grease, used between the moving 

parts of machinery to reduce friction. 



244 DICTATION COURSE IN 



M 



Madras. A kind of fine cotton fabric, usually corded or figured. 
Manifold. A copy made by carbon (q.v.) or some mechanical device. 
Mantle. A conical network that becomes a brilliant incandescent (q.v.) white 

when heated; used over a gas jet to increase the brilliancy of the light. 
Manual. A hand-book. 

Marine Engine. An engine especially designed for propelling water craft. 
Master Key. A key adapted to opening a number of locks differing somewhat 

from each other. 
Maturity. Termination of the period a note, bill, or other obligation has to run. 
Mazda Lamps. The trade name for a certain make of electric light bulbs. 
Medallion. A design on carpet resembling a large medal; as a circular or oval 

panel bearing a figure or figures represented in relief. 
Medium. That through which anything is accomplished; hence, applied to a 

newspaper or periodical, which, by its advertising, acts as a medium be- 
tween the advertiser and the public. 
Memorandum (Mem., singular; Memoranda, plural). A note or document 

drawn up in a brief form; a notation (q.v.). 
Mercantile. Pertaining to business; commercial. 
Merchandising. The buying and selling of commodities of commerce. 
Metallic. Made or consisting of metal. 

Middleman. Any dealer between the producer and the consumer. 
Miniatiu'e. Something much reduced from the reality. 
Money Order. A document containing an order for the payment of money, 

issued by the government and express companies, and affording a safe and 

convenient way of sending money. 
Moresque. Pertaining to the Moors; trade name for a special pattern or design 

of carpets and rugs. 
Mortality Table. A tabulated statement showing the number of deaths that 

may be expected to take place during a given period among a given num- 
ber of persons of a given age. 
Mud Guards. Guards over the wheels of a bicycle or other vehicle to catch or 

deflect mud. 
MultLgraph. A machine for making reproductions of typewritten work. The 

movable t3rpe is set in grooves on the outside of a metal cylinder (q.v.); 

a ribbon is placed over the cylinder and the impression is taken from the 

ribbon on the paper by means of pressure. 
Mutuality. Reciprocity of consideration; promise for promise. 

N 

Net. Not subject to any discount or deduction. 

Non-commercial ("NC"). A technical term used in the telephone business 

to indicate that a circuit (q.v.) does not transmit sound in sufl&cient volume 

to make the service of value to the subscriber. 
Non-skid. Does uot slip or slide sideways on the road (said of tires). 
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Non-smutting. Does not smudge or soil paper (said of carbon paper). 

No-Rim-Cut All- Weather Tread Casing. Trade name for an automobile tire 
(casing), the characteristics of which are: (1) that it will not cut or injure 
through contact with the rim of the wheel; (2) the tread of the tire (the 
part that comes in contact with the street) is so notched as to prevent slip- 
ping on wet roads, 
tact with the street) is so notched as to prevent slipping on wet roads. 

Notation. A written note or memorandum (q.v.) ; a paper or writing on a paper 
calling attention to certain facts. 

Notification. Intimation or notice of any event. 



Object Clause. The clause in the charter of a corporation (q.v.) which sets 
forth the object for which the corporation is organized, the business in which 
it is to engage, etc. 

Office Appliance. Any device or machine used in a business office. (See Dicto- 
graph , Addressograph, Rotary Mimeo graph. Burroughs, etc.). 

Order Blank. A partially printed paper on which orders for the purchase of 
goods are made out. 

Oriental. Pertaining to the East; trade name for rugs patterned after hand- 
woven Oriental rugs. 

Outlay. Expenditures. 

Overhaul. To examine strictly with a view to correction of defects or of 
making repairs. 

Oxidizer. A chemical substance which is used as an agent to introduce oxygen 
into the human system. 

P 

Paid-up Policy. The term applied to an insurance policy (q.v.) which has be- 
come lapsed (q.v.), and on which no further premiums are to be paid; but 
the company continues the insurance for a reduced rate determined by the 
premiums (q.v.) already paid. 

Paramount Most important; preeminent. 

Paresis. Partial paralysis which affects motion but not sensation. 

Pass-book. A bank depositor's book, in which a record of deposits and with- 
drawals of a current (q.v.) account is kept. 

Patron. A regular customer. 

Pecuniary. Relating or pertaining to money. 

Perusal. A reading. 

Phenomenal. Of or pertaining to a wonderful fact or event; very remarkable 
and out of the ordinary. 

Piazza. A roofed porch. 

Pier. A structure extending into navigable water for use as a landing place 
for vessels. 

Piston. A sliding piece moved by, or moving against, fluid pressure; in steam 
engines it receives motion from steam. 

Platen. The part of a typewriter covering the cylinder (q.v.) ; it is usually made 
of hard rubber. 

Pocket Yard. A yard equipped with bins for storing coal. 
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Policy. A document containing the contract made by an insurance company 
with a person whose life or property is insured. 

Poplar.^ A tree of rapid growth, having a soft white wood. 

Portfolio. A portable case for holding, usually in a fiat condition, papers, prints, 
and similar articles. 

Precedent. A judicial decision that serves as a rule for future determinations 
in similar easels; an authoritative (q.v.) example. 

Precinct. A minor district set up for governmental purposes. 

Preferred Issue (Shares). Stock (q.v.) upon which it is agreed to pay a fixed 
rate before any dividends (q.v.) shall be declared upon the common (non- 
preferred) stock. 

Premises. A piece of land or real estate. 

Premium. Any prize, reward, or bonus; the price or amount paid for insurance; 
the rate or price at which stocks, shares, or money are valued in excess of 
their nominal or par value. 

Prepay. To pay in advance. 

Price List. A statement or list of the prevailing prices of merchandise, issued 
regularly or at intervals by dealers to their customers. 

Prior. Previous to; preceding in the order of time. 

Problematical.' Uncertain; doubtful; questionable. 

Process Letters. Duplicate (q.v.) letters produced by a machine like the Multi- 
graph (q.v.), or other patented "process." 

Procrastination. The act of putting off; delay. 

Prohibitory. So excessive in price as to preclude the possibility of purchase. 

Prologue. An introduction. 

Promoter. A person who takes the preliminary steps in an undertaking for the 
organization of a company, the floating of bonds, stock, etc., or the carrying 
out of any business project. 

Proofs. In insurance, the documents submitted to the company to verify a 
loss sustained; in printing, printed trial sheets taken for correction or 
examination. 

Prospectus. A preliminary written or printed statement in which the objects 
and plans of a company are outlined. 

Proximity. Nearness. 

Public Utility Bonds. Bonds (q.v.) issued by a company incorporated for the 
purpose of carrying on a business of a public nature. Common carriers such 
as railroad and steamship companies, as well as telephone, gas, and elec- 
tric companies, are all public utility companies. 



Quire. The twentieth part of a ream of paper; 24 or 25 sheets as the ream is 

composed of 480 or 500 sheets. 
Quota. The share or proportion assigned to each in a division. 
Quotation. The price named for the sale of stocks (q.v.), bonds (q.v.), or any 

other commodity. 
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Rate Sheets. Written or printed sheets on which charges are given and quota- 
tions made. 

Rating. The financial status (q.v.) of a business man or company as indicated 
in books published by firms whose business it is to gather and publish suc^ 
information. 

Ream. A quantity of paper, usually twenty quires (q.v.), but sometimes 472 
sheets of drawing paper, or 500 sheets of book or typewriting paper. 

Rebate. A discount (q.v.) or deduction (q.v.). 

Recapitulation. A summary; brief restatements (in bookkeeping, totals only). 

Receipted. Acknowledged in writing as paid for; bills are usually receipted 
by writing or stamping the word "Paid" across the face. 

Receiver. A person appointed by a court to take possession and control of the 
property of a corporation when the latter is bankrupt, before the court, 
gives a final decree or adjudication (q.v.). 

Rectify. To correct; to set right. 

Red Cedar. A fragrant wood of great durability. 

Refund. To pay back; to restore. 

Registration. An ofiicial recording or enrollment. 

Reimburse. To repay; to refund (q.v.) money for expenditures incurred. 

Reinstate. To reestablish; in insurance, to put a policy into force again. 

Rejuvenate. To reinvigoratc; to render young again. 

Relay. In the telephone business, to change a message to another circuit (q.v.) 
by means of a special device, for the purpose of increasing the sound. 

Remittance. Money sent or transmitted to another. 

Remuneration. Pay; compensation. 

Remunerative. Profitable; that which compensates. 

Representative. One who represents another in a special capacity; an agent or 
deputy. 

Requisition. A form (q.v.) on which are itemized and listed articles needed iu 
the business, sent from any department to that department the business 
of which it is to supply such articles. 

Retouched. In photography, to correct or change a negative by handv.Ox-k. 

Reverse Gear. An appliance by which an engine may be made to perform its 
revolutions or action in the opposite direction. 

Revision. A reprint of a book after a careful reading has been made for cor- 
rection and improvement; any paper or plan changed in minor details for 
the same reasons. 

Rock-bottom. The very lowest. 

Rotary Mimeograph. A copying device invented by Edison. The material 
to be copied is written on a prepared wax sheet called the stencil (q.v.) 
with a typewriter, no ribbon being used. Ink is applied to the outside of a 
hollow cylinder, which oozes through the cut letters on the wax sheet. The 
impression on the paper is made by rotating the cylinder one turn for each 
copy, pressure being applied. 

Runabout. A light automobile usually having seats for two or three passengers. 
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S 

Sailing List An itemized (q.v.) list showing the days on which steamers will 
leave port and arrive at destination. 

Schedule. A printed list of items, such as quotations on goods, time of departure 
and arrival of trains, etc. 

Schedule of Distribution. A legal document showing the allotments of property 
among a number of heirs to an estate. 

Scope. Range or extent of action. 

Script Cut. An engraving or plate to reproduce handwriting. 

Sectional. Consisting of or divided into sections or parts. A sectional book- 
case is one constructed on the unit idea (q.v.). 

Securities. Investments such as bonds (q.v.) and stocks (q.v.); the certifi- 
cates representing stocks and bonds, constituting evidence of a claim on 
property together with the right to share in the profits of the organizatioD 
bsuing the certificates. 

Short Period Contract. A form of long distance telephone contract by which 
wires are leased to the subscriber for a short period (one-half hour) each 
day, during which time the wires are exclusively at the use of the subscriber. 

Sight Draft. An order from one person to another directing the payment of 
money to a third person, the order being payable on presentation (or a given 
nmnber of days after presentation). 

Sinking Fund. The total amount of money set apart and invested for the purpose 
of wiping out the debt of a government or corporation by the accumulation 
of interest. 

Smooth tread. Referring to a tire with a smooth outer surface. 

Smjrma. The trade name for a fine kind of Oriental rug. 

Spanish Morocco. Trade name for a special kind of fine leather used in bind- 
ing books, (cf . Half Morocco,) 

Specifically. Definitely; explicitly; in an exact or particular way. 

Specification. Particular mention; explicit statement; in building, a written 
description of work to be done, describing the quality of material and mode 
of construction, and also giving dimensions and other information not shown 
in the drawings. 

Sponsor. One who stands surety for anything. 

Spring Fork. A fork to which is attached the front wheel of a bicycle, and which 
contains a spring to reduce shocks to a minimum. 

Stateroom. An individual apartment on board a vessel. 

Statistics. Classified facts giving the condition of any particular interest, espe- 
cially those facts which can be stated in numbers, or in tables of numbers. 

Status. State or condition of anything. 

Statute. A law enacted by a legislature; a statutory agent is one who under- 
takes to ascertain the statute law on any given subject. 

Statutory. Of or pertaining to a statute or law. 

Stencil. A piece of thin (usually waxed) paper used in making duplicates by 
some device such as the Rotary Mimeo^aph (q.v.). 
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Stock. The capital of a company or corporation in the form of transferable 

shares represented by stock certificates. 
Stockholder. One who is a holder of stock (q.v.) in a company or corporation 

(q.v.). 
Subsequently. Afterward; coming later than something else. 
Superfluous. More than is necessary; in excess (q.v.) of what is sufficient. 
Supplement. A part added to, or issued as a continuation of a book or paper 

to make good its deficiencies or correct its errors. 
Surplus. Excess (q.v.) ; in insurance, the assets (q.v.) of a company in excess 

of those requisite to meet its entire liabilities (q.v.), as reckoned in insurance 

accounting. 
Symposium. A series of discussions or a more or less formal interchange of views 

among several individuals, all treating of the same topic. 
Syndicate. An association or group of persons who combine to carry out a 

financial or industrial policy or plan. 



Tangible. Capable of being understood; substantial. 

Tare. A deduction from the weight of goods and the container, made in allow- 
ance for the weight of the barrel or whatever holds the commodity and is 
weighed with it. 

Tariff. A schedule (q.v.) or scheme of duties imposed by a government on 
goods imported or exported. 

Tazicab. An automobile equipped with an instrument {taximeter) which auto- 
matically shows the fare due. 

Tenant. One who has temporary possession of property the title of which is 
held by another. 

Tender. An offer or proposal made for acceptance. 

Testator. A person who leaves a will or testament in force at his death. 

Texture. The characteristic connection of threads or other slender bodies 
interwoven. 

Three-arch-tfuss. A rigid frame-work of a bicycle which has arches at the 
points of the triangle for reinforcement. 

Tier. A row, especially one of two or more rows, one above another. 

Token. An indication; a symbol. 

Toll Traffic. In the telephone business, messages which are charged for at speci- 
fied rates, and not covered by contract; any service not provided in accord- 
ance with a regular contract. 

Tour. A somewhat extended journey; a touring car is an automobile adapted 
to making long journeys. 

Trace. To follow the course of. 

Trade-mark. A peculiar distinguishing mark, device, or symbol affixed by a 
manufacCurer or merchant to his goods in order to distinguish them as his 
goods, and to distinguish them from the goods manufactured or sold by 
others. 
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Transit. Conveyance; transportation. Goods shipped from one person to 

another are said to be in transit from the time when delivered to the carrier 

by the consignor to that when delivered actually or constructively to the 

consignee. 
Tiansportation Charges. Expenses incurred for freight or express shipment by 

any canying agency such as railroad, steamer, etc. 
Travelers' Check. A check issued by a bank, payable by any correspondent of 

the issuing bank, or other persons, thus answering the purpose of a letter 

of credtt. 
Treatise. A written composition on a particular subject in which its principles 

are discussed or explained; a written discourse. 



Ultimo (ult.). In the month preceding the present. 

Undersigned. One who writes his name at the end of a letter or other document. 

Understudy. One who is prepared to do another's work by previous study of 

that work. 
Unit Idea. The scheme of building up bookcases by means of individual units. 
Unlisted. In finance, a stock (q.v.) which may be dealt in on the floor of the 

New York Stock Exchange, but which is not on the "regular list." 
Upholstering. Textile materials, leather, etc., used to cover seats or furniture. 

V 

Voile. A thin dress material of cotton or woolen. 

Voucher. A paper which serves to verify the truth of accounts; any receipt, or 
the like, showing payment of a debt; as, paid checks are vouchers. 

W 

Water Main. A principal pipe as distinguished from small ones; a pipe which 
leads directly to or from a reservoir. 

Wilton. A kind of carpet or rug woven with loops like the Brussels, but differ- 
ing from it in having the loops cut, and forming an elastic velvet pile. 
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ABBREVIATIONS USED IN BUSINESS CORRESPONDENCE 



Note. — ^In the body of a letter, it is preferable to write out words in full 
without abbreviation. Excessive abbreviation argues undue haste and lack of 
courtesy to one's correspondent. 

The following list contains also the names of the more important railroad 
systems of the United States. 

Note the abbreviations in the list which are usually capitalized and those 
ordinarily written with a small letter. 



A 1 — First quality 

A. B. — Bachelor of Arts 

A. C. L. — ^Atlantic Coast Line 

Admr. — ^Administrator 

Admx. — ^Administratrix 

A.D. {Anno Domini) — ^In the Year of 

our Lord 
agt— Agent 

A. M. — Master of Arts; before noon 
ami — ^Amoimt 

Anon. — Anonymous 
ans. — ^Answer 
art— Article 
Assn. — Association 
Asst — Assistant 
Atty. — Attorney 
Aug. — ^August 
Ave. — ^Avenue 

B 

bal. — ^Balance 

B. & A.— Boston & Albany 
B.C.— Before Christ 

B. & M. — Boston & Maine 

B/L— BiU of Lading 

Bldg. — Building 

B. k O.— Baltimore & Ohio 

B. S. — Bachelor of Science 

B/S-BiU of Sale 

brl. — Barrel 

Bro.— Brother 

bx.— Box 

bu.— Bushel 



C. {centum) — One hundred 

C. C. C. & St. L. — Cleveland, Cincin- 
nati, Chicago & St. Louis 

Can. — Canada 

Capt. — Captain 

C. E. — Civil Engineer 

cf. — Compare 

chap. — Chapter 

cm.— Centimeter 

Co. — Company; Coimty 

c/o — ^In care of 

C. & O. — Chesapeake & Ohio 

c.o.d. — Collect (or cash) on delivery 

Col. — Colonel 

C. & N. W. — Chicago & Northwestern 

C. P. A. — Certified Public Account- 
ant 

Cr. — Creditor 

C. R. I. & P. — Chicago, Rock Island 
& Pacific 

cts. — Cents 

cwt. — Hundredweight 



D.D. — Doctor of Divinity 

Dec. — ^December 

Def. — ^Defendant 

Dem. — Democrat ; Democratic 

Dept. — ^Department 

D. & H. — Delaware & Hudson 

dis. — Discount 

Dlst.—- District 
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D. L. & W. — Delaware, Lackawanna 

& Western 
do. — Ditto 
doz. — ^Dozen 
Dr. — Doctor; Debtor 
D. & R. G. — ^Denver & Rio Grande 

£ 

E. — ^East 

ea. — Each 

Ed.— Editor 

e.g. (exempli gratia) — For example 

Eng. — ^English; England 

Esq. — ^Esquire 

et al. {et alii) — ^And others 

etc. (et cetera) — ^And so forth 

Exec. — Executor 

Execx. — Executrix 

F 
Feb. — ^February 
fig. — Figure 
f. 0. b. — Free on board 
frt. — Freight 
ft. — ^Foot; feet 

G 
gal. — Gallon 
Gen. — General 

G. F. A. — General Freight Agent 
G. N. — Great Northern 
Gov. — Governor 
Govt. — Government 
G. P. A. — General Passenger Agent 
G. T. — Grand Trunk 

H 

hdkf. — Handkerchief 
hhd. — Hogshead 
Hon. — Honorable 
H.P. — Horsepower 
hr. — Hour 

I 

ibid, (ibidem) — ^In the same place 
I. C. — ^Illinois Central 
i.e. (id est) — ^That is 
la. — Inch; inches 



Inc . — Incorporated 

ins. — Insurance 

inst. (Instant) — ^This month 

int — ^Interest 

inv. — ^Invoice 

invt. — Inventory 

J 
Jan. — ^January 

J. P. — ^Justice of the Peace 

Jr. — ^Junior 

L 

lb. — Pound 

L. E. & W.— Lake Erie & Western 
L. S. & M. S.— Lake Shore & Michi- 
gan Southern 
Lieut. — ^Lieutenant 
LL.D. — Doctor of Laws 
Ltd. — Limited 
L. v.— Lehigh VaUey 

M 

M. — ^Noon; Thousand 

Maj. — ^Major 

M. C. — Member of Congress 

M.D. — ^Doctor of Medicine 

mdse. — Merchandise 

mem. — Memorandum 

Messrs. (Messieurs) — Gentlemen; 

Sirs 
Mfg. — Manufacturing 
Mfrs. — Manufacturers 
Mgr. — Manager 
min. — Minute 
Mme. — ^Madame 
mo. — Month 
Mo. P. — ^Missouri Pacific 
M. O. — ^Money Order 
Mr. — Mister 
Mrs. — Mistress , 

MS. — Manuscript 
MSS. — Manuscripts 
Mt — Mountain 

N 
N.— North 
N.W.— Northwest 
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N.E.— Northeast 

Nat. — ^National 

N.B. {nota bene) — Note well; take 

notice 
No. or # — ^Number 
Nov. — November 
N. P. — ^Northern Pacific 
N. Y. C— New York Central 
N. Y. N. H. & H.— New York, New 

Haven & Hartford 

O 

Oct — October 

O.K.— AU right 

oz. — Ounce 

P 

p. — Page 

pp. — Pages 

P. C. C. & St. L.— Pittsburgh, Cin- 
cinnati, Chicago* & St. Louis 

per annum — ^By the year 

per cent, (per centum) — ^By the hun- 
dred 

Ph.D. — ^Doctor of Philosophy 

pk. — Peck 

pkg. — Package 

P. & L. E.— Pittsburgh & Lake Erie 

Plff.— Plaintiff 

P.M. — ^Afternoon; Postmaster 

P. O.— Post-Office 

pr. — Pair 

Pres. — President 

Prof. — Professor 

prox. {proximo) — Next month 

P. & R.— Philadelphia & Reading 

P. R. R. — Pennsylvania Railroad 

P.S. — Postscript 

pt— Part 

Pub. — ^Publishing 

pwL — Pennyweight 

Q 

q. V. (quod vide) — ^Which see 
qr. — Quire 
qt.— Quart 



R. R. — ^Railroad 
Rep. — ^Republican 
Rev. — ^Reverend 
rm. — ^Ream 
Ry. — ^Railway 

S 
S. — South 
S.E. — Southeast 
S. W. — Southwest 
ss. (scilicet) — ^To wit 
S.S. — Steamship • 
S. A. L. — Seaboard Air Line 
Sec. — Secretary 
Sect. — Section 
Sept — September 
seq. (sequentes) — ^The following 
S. P. — Southern Pacific 
St — Street 

St L. & S. F. — St. Louis & San Fran- 
cisco 
Sttnds. — Sundries 
Supt — Superintendent 

T 
Tp. — ^Township 
Treas. — Treasurer 

U 
ult (ultimo) — ^Last month 
Univ. — ^University 
U. P. — Union Pacific 
U. S. — ^United States 
XJ. S. M.— United States Mail 

V 
via — ^By the way of 
viz. (videlicet) — ^Namely; to wit 
vs. (versus) — ^Against 
vol. — ^Volume 

W 
W.— West 
W/B— Way BiU 
wt. — Weight 

Y 
yd. — ^Yard 
yr. — ^Year 



N.B. It is preferable to write the names of the days of the week always in 
full. The names of the following months should also be written out: March, 
April, May, June, and July. 
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OFFICIAL ABBREVIATIONS FOR THE STATES AND TERRITORIES 

The following list of abbreviations for the states and territories is taken from 
the United States Postal Guide. These abbreviations have thus received the 
official recommendation of the United States Post Office Department. They 
should be thoroughly learned. Note the names of the states which should not 
be abbreviated. 



Alabama — ^Ala. 

Alaska — ^Alaska 

Arizona — ^Ariz. 

Arkansas — ^Ark. 

California — Cal. 

Colorado — Colo. 

Connecticut — Conn. 

Delaware — Del. 

District of Columbia — ^D. C. 

Florida— Fla. 

Georgia — Ga. 

Idaho — Idaho 

Illinois — 111. 

Indiana — Ind. 

Iowa — Iowa 

Kansas — Kans. 

Kentucky — ^Ky. 

Louisiana — ^La. 

Maine — Me. 

Maryland — Md. 

Massachusetts — ^Mass. 

Michigan — Mich. 

Minnesota — Minn. 

Mississippi — Miss. 

Missouri — Mo. 

Montana — Mont. 

Nebraska — ^Nebr. 



Nevada — Nev. 
New Hampshire — N. H. 
New Jersey — N. J. 
New Mexico — N. Mex. 
New York — N. Y. 
North Carolina — N. C. 
North Dakota— N. Dak. 
Ohio — Ohio 
Oklahoma — Okla. 
Oregon — Ore. 
Pennsylvania — Pa. 
Philippine Islands — ^P. I. 
Porto Rico— P. R. 
Rhode Island — R. I. 
Samoa — Samoa 
South Carolina — S. C. 
South Dakota — S. Dak. 
Tennessee — Tenn. 
Texas — Tex. 
Utah— Utah 
Vermont — ^Vt. 
Virginia — ^Va. 
Washington — ^Wash. 
Wisconsin — Wis. , 
West Virginia — W. Va. 
Wyoming — Wyo. 



N.B. Never abbreviate the name of a city or town. 
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A abandon 
abandonmoit 
abatement 

abbreviation 

ability 

abnormal 

abolished 

aborigines 

abreast 

absolutely 

absorbed 

absorbent 

abstention 

abstract 

absurd 

abundance 

abundant 

academic 

academy 

accent 

accentuate 

accept 

acceptable 

acceptance 

accessible 

accessories 

accidental 

accommodate 

accommodatior.5? 

accompany 

accomplished 

accomplishrccr.l 

accordance 

accorded 

accordingly 

accountable 

accountant 
accounting 
accrued 

accumulation 
accumulative 
accuracy 

accurate 

accustomed 

achieve 

achievement 
acknowledge 
acoustic 

acquaintance 

acquainted 

acquiescence 

acquire 

acquisition 

activity 

actually 

actuarial 

actuated 

adapted 
addition 
additional 

Addressograp!i 

adequacy 

adequate 
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adhere 

adherence 

adjudication 

adjunct 

adjustable 

adjusted 

adjusting 

adjustment 

administer 

administrative 

admirable 

admiral 

admission 

admitted 

adopted 

adoption 

adulteration 

advanced 

advancement 
advantageous 
advantages 

adventure 

adversaries 

adversely 

advertise 

advertisement 

advertisers 

advisability 

advisable 

advisory 

advocates 

affairs 

affecting 

affectionate 

affidavit 

affiliation 

affirm 

affirmative 

afford 

afforded 

aforesaid 

afraid 

atternoon 

afterwards 

agency 

agent 

aggravate 

aggregate 

aggression 
aggressive 
aggressiveness 

agitation 

agreement 

agricultural 

agriculture 

ahead 

aisle 

alcohol 

alert 

alike 

allege 
allied 
allotment 
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Note. — All the cities and towns used in this book, all the states, the days of the week, and the months 
01 the year are listed sei>arately on pages 285 to 287. 
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allowaxioe 

almighty 

almost 

alongside 

alphabetical 

alteration 

alternating 

although 

altogether 

aluminum 

Alundum 
a malsam 

amanuensis 

amazingly 

ambassador 

ambition 

ambitious 

amendm'ents 

American 

Americanism 

amicable 

ample 

Amsterdam 

amusements 

analysis 

anatomy 

ancestry 

ancient 

angle 

anunals 

annex 

anniversary 

announce 

announcements 

annoyance 

annual 

annuitants 

annuity 

annum 

another 

answerable 

antagonist 

antagonbtic 

antecedent 

anthracite 

anticipating 

antique 

antiseptic 

anvil 

anxiety 

anxious 

anybody 
any one 
anything 

anywhere 

apartments 

apostrophe 

apparatus 

apparel 

apparent 

appealed 

appearance 

appeared 

appendage 

appendix 

applauded 
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appliances 
applicable 
application 

applied 

appointment 

apportionment 

appreciably 

appreciate 

appreciation 

apprehend 

apprehension 

apprentice 

approaching 
approbation 
appropriate 

appropriateness 

approval 

approximately 

appurtenances 

aptitude 

Arab 

arbitrary 
architect 
ardent 

argument 

arisen 

arising 

aristocracy 

arithmetical 

armored 

around 

aroused 

arrange 

arrangement 

arrears 

arrests 

arrival 
article 
artificial 

artillery 

artist 

artistic 

arts 

asbestos 

ascendancy 

ascertained 

ascribed 

aseptic 

ashamed 

aspect 

aspiration 

assailed 

assassinated 

assembled 

assert 

assertion 

assessment 

assessor 

assets 

assigned 

assignment 
assimilated 
assistance 

assistants 

associate 

association 
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assorted 

assortment 

assumed 

assumption 

assurance 

astounding 

astray 

Atlantic 

atmospheie 

atomic 

attached 

attachment 

attack 

attained 

attainment 

attempt 

attendance 

attention 

attentive 

attest 

attitude 

attorni^ 

attraction 

attractive 

attributed 

auction 

audience 

audit 

auditor 

auditorium 

augmented 

auspices 

authentic 

author 

authoritative 

authority 

authorized 

autograi)hic 

automatic 

automobile 

automobilists 

Autotone 

auxiliary 

avail 

availability 

available 

avenue 

average 

aversion 

avoid 

await 

awakening 

awarded 

aware 

awful 

awkward 

awnings 

awoke 
axiom 
Axminster 

bachelor 
bacteria 
bakers 

balance 

Baldridge 

ballistic 
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banker 

bankruptcy 

bargain 

barometer 

barrel 

harrier 

basement 

basic 

basis 

bathtubs 

battery 

battle 

battle-field 

beater 

beautiful 

because 

bedstead 

beforehand 

beginning 

behalf 

behind 

behold 

behooves 

belief 

believes 

belligerent 

belong 

beneath 

benefactor 

beneficent 

beneficial 

beneficiary 

benefit 

benefited 

benevolence 

berth 

besides 

better 

between 

beverage 

bicycles 

bigger 

bigoted 

billiard-table 

billing 

bill of exchange 
bill of lading 
bindery 

biographical 

birthday 

bituminous 

blacksmith 

blank 

blanket 

Bleeker 

blemished 

blessings 

blight 

blind 

blockaded 

bloodshed 

blotters 

blueprint 

Uunder 
boarded 
boasted 
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boilers 

bonds 

bookcase 

bookkeeper 

bookkeeping 

booklet 

bookseller 

bottles 

bottom 

boulevard 
boundary- 
boundless 

bracket 

brako 

branch 

breach 

breadth 

breakage 

breakfast 

breezes 

brevity 

brickworic 

briefly 

Brienne 

brilliant 

British 

Brittanica 

broadened 
Broadway 
broken 

brokerage 

brokers 

brother 

brotherhood 

brushes 

Brussels 

Buckeye 

buckle 

buckwheat 

bufifet 

builded 

building 

bulk 

bulletin 

bullets 

bulwark 
bundles 
bunker 

buoyancy 

burden 

bureau 

burglar 
burners 
Burroughs 

bushel 

business 

butter 

buttons 

buyers 

cabin 

cabinet 

cablegram 

Cadraus 

calamity 

calculated 

calculations 
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calculator 

calendar 

caliperod 

callers 

campaign 

camphor 

Canada 

Canadian 

canaille 

canceled 

canceling 

candid 

candidacy 
candidate 
candor 

cannon 

canoe 

canvas 

canvass 
capable 
capacious 

capacity 

capital 

capitalization 

capitulation 

captain 

carbolic 

carbon 

carbonic 

carbonizes 

careful 

carelessness 

carpenters 

carpet 

carriages 

carrier 

carrying 

cartaj^e 

cartridge 

casement 

cashiers 

casing 

castings 

casual 

catacl3rsm 

catalogue 

catastrophe 

caustic 

cavalry 

ceaselessly 

cedar 

ceiling 

celebrate 

celebration 

celibate 

celluloid 

cement 

cemetery 

censure 

census 

centennial 

center 

central 

centralize 

century 

certificate 
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certified 

chagrin 
chairman 

challenged 

chamber 

champion 

change 

changeable 

channel 

chaos 

chapter 

character 

characterize 

charcoal 

charge 

chargeable 

charitable 

charmed 

charter 

chauffeur 

Chautauqua 

cheapest 

cheaply 

checkered 

cheerftilly 

cheerfulness 

chemical 

chemist 

chemistry 

cherish 

chestnut 

chests 

cheviot 

child 

children 

chimney 

chisel 

chocolate 

choicest 

chorus 

Christianity 

Christmas 

chronicle 

chronological 

church 

cigar 

cinder 

circuit 

circuit court 

circular 

circulation 

circumference 

circumscribe 

circumstances 

cistern 

citizenship 

civilian 

civilization 

claim 

claimant 

clash 

classical 

classi6cation 

classified 

class-mates 

cleaning 








/ ^. 





„!:t^ 



cleanliness 

cleansers 

clearance 

cleared 
clearly 
clearness 

clerj^rman 

clerical 

clerk 

clever 

cleverness 

client 

climate 

clincher 

clique 

closely 
closest 
closets 

clothing 

clutch 

coagulation 

coaster 
coaxed 
cocoanut 

codified 

coils 

coincide 

colds 
collar 
collateral 

:ollected 

collection 

collective 

collector 

collides 

collision 

colonist 

colonization 

colored 

column 
comfort 
comfortable 

commanders 

commandment 

commands 

commenced 

commencement 

commendation 

commensurate 

comment 

commerce 

commercial 
commission 
commissioner 

committed 
committee 
committeemen 

commodity 

commonsense 

commonwealth 

communicant 
communicate 
communication 

community 

compactness 

company 





^.. 



.It., 




.•Yn«i^MinM>*MiMCSSI.Miiim..ffitr...itiAi 




.Sm 



..S^. 



n 




..IZk.. 



3.. 



\ 



—I 

■•f.it** ■••■«••. .aM**(M 




260 



SHORTHAND VOCABULARY 



comparable 

comparative 

compared 

comparison 

compartmenti 

compass 

compelled 

compensated 

compensation 

competence 

competent 

competition 

competitor 

compilation 

compiling 

complain 

complaints 

complete 

completeness 

complex 

compliance 

complicated 

complications 

complimentary 

compliments 

component 

comport 

composing 

composition 

compositor 

compound 

comprehended 

comprehensive 

compressed 
comprising 
compromise 

comrades 

comradeship 

concave 

conceded 

concentrate 

concentration 

conception 
concerning 
concession 

concise 

conciseness 

conclusion 

conclusively 

concrete 

concurrence 

condemned 

condensation 

condensed 

conducive 
conductor 
confectioners 

confederacy 

confer 

conference 

confidence 

confident 

confidentially 

confidently 

confined 

confirmation 
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confirmed 

confiscation 

conflagration 

conformity 

confound 

confusion 

congestion 

Congoleum 

congratulation 

congress 

conjunction 

connected 

connection 

conquest 

conscience 

conscienceless 
conscientious 
conscientiously 

conscientiousness 

conscious 

consecutive 

ct)nsequence 

consequently 

conservation 

conservatism 
conservative 
conserve 

considerable 

consideration 

consigned 

consignee 

consignment 

consignor 

consist 

consistently 

consolidated 

conspicuous 

constantly 

constituents 

constitute 

constitution 

constrained 

construction 
constructive 
consul 

consul-general 

consult 

consultation 

consumable 

consumed 

consumers 

consumption 

contagious 

contamed 

contaminated 

contemplate 
contending 

content 

contention 

contests 

continent 

contingency 

contingent 

continually 

continuance 

continue 
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<:oatinuea 
continuous 
contra band 

contractor 

contracts 

contradiction 

contrary 

contribute 

contribution 

contrivances 

controlled 

controversies 

convalescent 

convenience 

conveniently 

convention 
conversant 
conversation 

converted 

conveyance 

conveyed 

convicted 
convinced 
convincing 

convulsions 
codperating 
codperation 

coordinated 

copartnership 

copper 

copy 

copyright 

cordiafly 

corners 
cornets 
corporate 

corporation 

corps 

corrected 

correction 

correlation 

correspond 

correspondence 
correspondents 
correspondingly 

corrugated 

cosmopolitan 

cottager 

cotton 

couches 

council 

counsel 

counter-balance 
counter -current 

counterfeit 

counterpart 

countersign 

country 

county 

coupled 

coupon 

court 

courteous 

courtesy 

cousins 

covering 
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cowardice 

crackers 

crackle 

crafts 
crank 
crash 

create 

creation 

creative 

creatures 

credentials 

credibility 

creditable 

credited 

creditors 

criminally 

crisis 

criterion 

critic 

critical 

criticised 

criticism 

crucible 

oiiising 

crushed 

cultivate 

culture 

cumulative 

curiosity 

curious 

curmudgeon 

currency 

cunent 

curriculum 

cursory 

curtail 

curtain 

curve 

cushion 

custom 

customary 

customer 

cutlery 

cycle 

cyclopedia 

cylinder 

cylindrical 

cypress 

damage 
damask , 
damper * 

dangerous 

darker 

data 

daughter 
deadened 
dealer 

debarred 

debate 

debilitated 

debtor 

deceised 

deceit 

decently 

decidedly 

decision 




JZl :.^,... !Il.... 



^.!ii n 



\ 





ZJz^r^/:.. 




a.™-^. 




..n^. 



Zl 



...ZL......ZL»/.IL^. 




..i:^. 



.C^^.......% 




262 



SHORTHAND VOCABULARY 



decisive 

decUuration 

declare 

decline 
decorative 

decrease 

deduction 

deeper 

defalcation 

default 

defeat 

defective 

defects 
defend 
defendant 

deferred 
debcicncy 
deficit- 
define 
definite 
definitely 

degradation 

degree 

delayed 

delegate 

deliberate 

delicacy 

delicious 

delight 

delightful 

delinquent 

deliver 

delivery 

demands 

Democrat 

demonstrate 

demonstration 

demountable 

denial 

denied 

denomination 

denote 

denounce 

department 

departure 

dependability 

dependable 

dependence 

dependencies 

dependent 

deplorable 

deportment 

deposit 

depositor 

depreciation 

depressed 

depression 

deprived 

derivation 

derive 

Dermatype 

Dermax 

descent 

describe 

description 

descriptive 
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deserve 

desideratum 

designate 

designation 

designer 

desirability 

desirable 

desirous 

desks 

desolation 

despair 

despatcher 

desperate 

desi>ondency 

destination 

destiny 

destitute 

destroyed 

destruction 

desultory 

detach 

detachable 

detailed 

details 

detected 

detection 

detective 

deteriorate 

determination 

determine 

deterred 

detract 

devastation 

developed 

development 

deviation 

device 

devised 

devolved 

devoted 

devotion 

diacritical 

diagnose 
diagnosis 
diagram 

diameter 
diamond 
dictater 

dictionary 

Dictograph 

dies 

difference 

difficulties 

diffusion 

digest 

dignity 

diligent 

dimensions 
diminished 
diphtheria 

diplomas 

diplomatic 

direct 

directions 

director 

directory 




J-T-N..J? 4^ <K 



\ 




..U^ k 



U.1 



// 




SHORTHAND VOCABULARY 



263 



disability 

disadvantages 

disagreeable 

disappointment 

disarrange 

disastrous 

disavowal 

disbursements 

discard 

discernment 

discharge 

discipline 

disclose 

discomfort 

discontent 

discontinued 

discount 

discouragement 

discourse 

discovered 

discredit 

dbcrepancy 

discretion 

discriminate 

discs 

discussed 

discussion 

disease 

disgrace 

disgraceful 

disgusting 
dishonesty 
dishonored 

disinfectant 

disinterested 

dismal 

dismissal 

disobedience 

disparity 

dispassionate 

dispatch 

dispel 

dispense 

displaced 

display 

disposal 
disposed 
dispossessed 

disputed 

dissatisfied 

disseminating 

dissimilar 

distance 

distant 

distinct 

distinction 

distinctive 

distinguishable 

distinguished 

distracted 

distressing 

distribution 

distributor 

district 

distrust 

disturbance 
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divergent 

diversified 

divert 

dividend 

division 

doctor 

doctrines 

documents 

domain 

domestic 

dominance 

dominion 

dormant 

dormitory 

doubtless 

downward 

draft 

draftsman 

drainage 

drawer 

drawings 

dreamer 

dressmaking 

drilling 

drinking 

driving 

drone 

druggist 

drummer 

dummies 

dunning 

duplex 

duplicate 

duplication 

duplicator 

durability 

durable 

duration 

Dustdown 

duties 

dwelling 

dyes 

dynamic 
£ eagerness 
eagle 

earlier 

earliest 

earmarks 

earners 

earnestly 

earnestness 

earnings 

earth 

easier 

easiest 

eastern 

eccentric 

economical 

economics 

economize 

economy 

Edison 

edition 

editorial 

education 

educational 
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effected 
effective 
effectiveness 

effectually 

efficiency 

efficient 

effort 

egotism 

egotistical 

either 

elaborate 

Elastica 

elasticity 

election 

Electra 

electric 

electrical 

electrician 

elegance 

elegancies 

elegant 

elementary 

elements 

elevate 

elevator 

eligible 

eliminate 

elimination 

elliptical 

eloquence 

elsewhere 

elusive 

emanation 

embarrassment 

embassy 

embezzle 

embodied 

embodying 

embossed 

embrace 

embroidered 

emergency 

Emerson 

eminently 

emolument 

emotion 
emperor 
emphasize 

emphatically 

employer 

employes 

empower 

emulate 

enabled 

enamel 

enamored 

enclosmg 

encounter 

encouraged 

encumbrance 

encyclopedia 
encyclopedic 
endeavor 

endless 
endorse 
endorsement 
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endowment 

endurance 

endured 

enemies 

energetic 

energizing 

energy 

enervate 

enforcement 

engage 

engagement 

engineer 

engines 
English 
engraved 

engraving 

engross 

enhance 

enj*oin 

enjoyable 

enjoyment 

enlarged 

enlightened 

enlistment 

en masse 

ennoble 

enormous 

enrolled 

ensue 

entails 

entering 

enterprise 

entertain 

entertainment 

enthusiasm 

enthusiastic 

enthusiasts 

entirely 

entitled 

entries 

entrusted 

enumerate 

enumerator 

envelope 

enviable 

environment 

epidemic 

equal 

equality 
equation 
equilibrium 

equipment 

equipped 

equitable 

equity 

equivalent 

eraser 

erection 

error-proof 

errors 

escaped 

especially 

esquire 

essential 
establish 
establishment 
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estate 

estimate 

etc 

eternal 
ethical 
ethics 

European 

evacuation 

evade 

evasively 

evening 

event 

eventually 
everlasting 
every bod3 

everyday 

everywhere 

evidence 

evident 

evolution 

evolved 

exactly 

exaggerate 
exaggeration 

examination 

examine 

example 

exasperating 

excavation 

exceed 

exceedingly 

excellency 

excellent 

excelsior 

exceptionally 

excess 

excessive 
exchange 
excitement 

exclaim 

exclusion 

exclusively 

excoriates 

excoriation 

excursion 

excuse 

execute 

executive 

executors 
executrix 
exemption 

exercise 
exertion 
exhaust 

exhaustive 

exhibit 

exhibitors 

exhilaratug 

exigencies 

existence 

exists 

exorbitant 

expanding 

expansion 

expectations 

expecting 
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expedient 

expedite 

expeditiously 

expend 

expenditure 

expense 

expensive 

experience 

experimental 

experiments 

expert 

expiration 

expire 

explain 

explanation 

explicitly 

exploit 

exploration 

exported 

exporters 

expose 

exposition 

exposure 

expressagc 

expressing 
expression 
extend 

extension 
extensive 
extent 

exterminate 

extinguish 

extra 

extract 

extraordinary 

extravagance 

extremely 

eyesight 

fabrics 

facilitate 
facilities 
facsimile 

fact 

factor 

factory 

faculty 

failure 

fairly 

faithfully 

falsity 

familiar 

familiarity 
familiarize 
family 

famine 

fancy 

farewell 

farmer 

farming 

farther 

fascinating 

fasten 

fatigue 

faucet 

laultless 

favorable 
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fawns 

feather 

features 

federal 
felicity 
fellow-citisens 

feminine 

fender 

fibres 

fiction 

field 

figurative 

figures 

filing 

filled 

filtering 

finally 

finance 

financial 
financier 
finder 

finest 
finder 
finished 

Firestone 

firmly 

first-class 

fiscal 
fixed 
fixtures 

flange 

flannel 

flasher 

flexibility 

flexible 

flicker 

flint 

floors 

flour 

fluctuate 
fluent 
'fluid 

f. o. b. 
folders 
folio 

following 

foolish 

foolscap 

force 

forceful 

forcibly 

foreclosure 

foregoing 

foreign 

foreman 
foremost 
foresight 

forests 
torever 
forevermore 

forfeited 

forger 

forgetfulness 

forgive 

forgotten 

formal 
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formation 
formative 
formerly 

formula 

forsaken 

forthcoming 

forthwith 
fortunate 
fortunately 

fortune 

forwarded 

foulard 

foundation 

founded 

founders 

foundry 

fountain 

fraction 

fracture 

fragile 

fragmentary 

frail 

framed 

framework 

framing 

France 

franchise 

Franklin 

frankly 

fraternal 

fraudulent 

freedom 

freely 

freight 
French 
frenzy 

freauently 

fresn 

friction 

friendliness 
' friendly 
friendship 

frivolous 
frugality 
fruit 

fruitful 

fruitless 

fryer 

fulfilled 
fully 
fumigate * 

function 

tundamental 

funds 

furnace 
furnish 
furniture 

further 

furthermore 

future 

G gainful 
gallery 
gallon 

galvanized 

garage 

gardeu 
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garments 

garnishment 

gasoline 

gateway 

gather 

gazette 

gear 

gelatin 

generation 

generator 

genius 

gentle 

gentleman 
gentlemen 
genuine 

genuineness 

geographical 

geography 

geology 

geometric 

Germany 

gesture 

gift 

ginger 

gingham 

girls 

gladness 

glassware 

glidmg 

gloves 

goal 

going 

golden 

Goodrich 

gospel 

gossip 

gotten 

government 

graded 

gradual 

graduates 

grain 

grammar 

grammatically 

grandeur 

granite 

granulated 

granules 

grapes 

graphic 

graphophone 

grapple 

grate 

grateful 

gratification 
gratifying 
grav itation 

gravity 
greases 
Great Britain 

greater 

greatest 

Greek 

green 

grief 

grievance 
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grievous 

grindstone 

gritty 

grocer 
groove 
gross 

groundwork 

growlingly 

growth 

grudgingly 

grumblers 

grumbling 

guarantee 

guaranteed 

guard 

guardians 

guidance 

gxiilty 

gymnasium 
H habitation 
habits 

habitual 
hammer 
hamper 

handicrafts 

handiest 

handiwork 

handkerchief 

handled 

handling 

handsome 

handsomely 

happier 

happiest 

happiness 

harder 

hardship 

hardware 

hardwood 

harmonious 
. harmonize 
harmony 

harness 

harshness 

harvester 

hastily 
hazard 
hazardous • 

headquarters 

headway 

health 

healthful 

healthy 

heard 

heart 

heartily 

heaters 

heaven 
heavier 
heavily 

Hebrews 

heedlessness 

heights 

heir 

helper 

helpfulness 
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belplessnen 

hemisphere 

hemlock 

hence 

Herald 

herealtei 

hereby 

hereditary 

herein 

hereinafter 

hereto 

heretofore 

herewith 

herself 

hesitancy 

hesitate 
hickorv 
high-class 

higher 

highest 

high-grade 

highway 

himself 

hindrance 

hinge 
hints 
hired 

historians 
history 

hitherto 

hoist 

holding 

holiday 

Holland 

home-coming 

Homer 

honestly 

honor 

honorable 

hopelessly 

horde 

horizon 

horizontal 

hom^-fipted 

horrible 

Horrocks 

horrors 

horsepower 

hosiery 

hospital 

hospitality 

hostilities 

hotels 

hothouse 

however 

human 

humanitarian 

humanity 

humble 

humidity 

humiliation 
hundred 
hungry . 

Hupmobile 

hurry 

husband 
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hydraulic 

hygienic 

hyphen 

hypodermic 
iivpo thesis 
I idea 

deally 

deals 

dentical 

dentification 

dentified 

dentify 

diosyncrasies 

idleness 

ignitjon 

ignoble 

gnominious 

gnorance 

gnorant 

Snore 
egal 

llicit 

Uiterate 

Unesft 

lluminant 

llumination 

Uustrate 

illustrated 

llustration 

liustrative 

mitation 

mmaterial 

mmediately 

mmense 

mmigration 

mmoral 

mmunities 
mmutable 
mpaired 

mpalpaUe 

mparted 

mpartial 

mpatience 

mpatient 

mpedlments 

mperative 

mperiect 

mperial 

mplement 

mplication 

mplies 

mportance 

mportation 

mporter 

mposed 
Impossibility 
mpossible 

mpotent 

mpressed 

mpression 

mpressive 

mprint 

mprobable 

mproperly 

mprovement 

mpulse 
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impunity 

inability 

iaaccuimcy 

inactive 
inadequate 
ioadv ertently 

inasmuch 

inaugurated 

incalculable 

incan descent 

incapable 

incentive 

incessant 
i ac essantly 
i aci dent 

incidental 

inclination 

inclined 

incl usion 
incl usive 
income 

incomparably 

incompatible 

incompetent 

incomplete 
inconceivable 
incons istency 

incon trovertible 
incon venience 
incon veniently 

incorporated 

incorrect 

increasing 

incredible 

incriminate 

incumbent 

incurred . 

indebted 

indebtedness 

indefensible 
indefinite 
iads mnity 

indentation 

independence 

independent 

indestructible 

index 

India 

indicate 

indication 

indifference 

indigestion 

mdignant 

indirect 

indiscreet 

indiscriminate 

mdispensable 

indisputable 
individual 
mdivi duality 

indolence 

indoor 

inducement 

industnal 

industrialists 

industrious 
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industry 

ineffective 

inefficiency 

inestimable 

inevitable 

inexcusable 

inexpensive 

inexpensively 

inexperienced 

inextricably 

infancy 

infantry 

infection . 
inferences 
inferior 

inferiority 
. infinite 
inflated 

influence 
informal 
information 

informed 

infrequent 

infringement 

ingested 

ingredient 

inhabitant 

inherent 

inheritance 

inhumanity 

initial 

initiated 

initiative 

inj'ected 

injured 

injuries 

injurious 

ink 

inner 

innovation 

innumerable 

inquired 

• inquirer 
inquiry 
inquisitive 

inquisitiveness 

inscription 

inseparable 

inserting 
insertion 
insincerity 

insists 
insofar 
insolvent 

inspecting 
ms()ection 
inspootor 

inspired 

installation 

installed 

installment 

instances 

instant 

instantaneously 

instantly 

instead 
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instinct 

institute 

institution 

instruction 
instructive 
instructor 

instrument 
instrumental itics 
insufficient 

insulation 

insurable 

insurance 

intact 

integral 

integrity 

intellectual 
intelligence 
intelligently 

intelligible 

intend 

intensely 

intensive 
intention 
interchangeable 

intercourse 

interest 

interest-earning 

interested 

interfere 

interior 

intermarriages 

intermediate 

intermittent 

international 
interposition 
Interpretation 

interrogative 

interruption 

intersection 

interstate 

intertwining 

interview 

interwoven 

intimate 

intricate 

'intrinsic 
introduced 
introduction 

introductory 

intuitive 

invaded 

invaluable 
invariably 
invasion 

invention 

inventor 

inventorial 

inventory 

investigate 

investigation 

investment 

investor 

invitations 

invoice 
invoke 
involve 
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inward 

Irishman 

iron 

irreconcilable 

irregular 

irrespective 

irritating 
irritation 
island 

isolation 

issue 

Italian 

italicize 

itemized 

items 

itineraries 

itself 

ivory 

J jacket 
Japan 
jargon 

jealous 

jewel 

joint 

journal 

journey 

joyfully 

joyously 

;jud^ent 

judicial 

judicious 

juice 

jumped 

j'unction 

jjurisdiction 

jury 

justice 

justification 

justify 

K keenly 
kerosene 
keyboard 

keyless 

keynote 

killed 

kiln 

kindergarten 

kindest 

kindly 

kindness 

kindred 

kinks 

kneaded 

knives 

knocks 

knots 

knowledge 

L labeled 
laboratory 
laborer 

lake 

lamps 

landaulet 

lands 

language 

lantern 
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lapsed 

largely 

LaSalle 

latest 

lath 

latitude 

laugh 

laughter 

laundry 

laurel 

lawfully 

lawyer 

layouts 
laziness 
leadership 

leading 

leaflet 

learning 

leased 

leasing 

leather 

leather-covered 

lecture 
ledger 

legacy 

legal 

legality 

legibility 

legislation 

legislative 

legislature 
legitimate 
leisure 

length 

lenient 

lessen 

lessor 
letter 
letterheads 

lettervelop 

level 

lever 

liability 

liberal 

liberalism 

liberty 
library 
license 

lieutenants 

lifetime 

lifter 

lighten 

light-weight 

likely 

likewise 

limitations 

limousine 

lining 
linked 
linoleum 

liquid 

liquidate 

liquidation 

liquor 
listed 
listened 
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literally 

literature 

lithographed 

lithographing 

litigation 

locality 

localize 
located 
location 

locomotive 

logic 

logical 

longer 

longitude 

loom 

lord 

lower 

loyalty 

lubricants 

lubrication 

luggage 

lumber 

luncheon 

lurk 

Lusitania 

lustre 

luxury 

lyrics 

machinery 

machines 

machinist 

madam 

Madras 

magazine 

magistrate 

magnanimous 

magnetic 

magnificent 

magnify 

magnitude 
mahogany 
mailing 

maim 

maintain 

maintenance 

majestic 
majority 
malleable 

management 

manager 

Manhattan 

manhood 

manifestation 

manifested 

manifestly 

manifold 

manila 

manipulation 

mankind 

mantles 

manual 

manufatture 

manufacturer 

manufacturing 

manuscript 

marble 
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margin 

mar|i;inal 

marine 

marshal 

marvelousiy 

mason 

massacre 

master 

material 

matter 

matures 

maturity 

maxims 

maximum 

mayor 

Mazda 

meantime 

meanwhile 

measurement 

measures 

mechanical 

mechanics 
medallion 
meddling 

mediaeval 

medical 

medicines 

Mediterranean 

medium 

meeting-place 

membership 

memoirs 

memorable 

memoranda 

memorandum 

memory 

menaced 

mental 

mention 

mentioned 
mercantile 
mercenary 

mercerized 

merchandise 

merchant 

merchantmen 

merely 

merits 

message 

messenger 

Messrs. 

metal 

metallic 

meter 

methodically 

methods 

metropolitan 

mettle 

Mexican 

microbe 

microscope 
middleman 
middlemen 

midnight 

mid-winter 

mightiest 
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Mikado 
mileage 
militant 

militarism 

military 

milk 

millinery 

millions 

mimeograph 

mindful 
mineral 
miniature 

minimized 

minimum 

minister 

ministry 

minor 

minority 

minutes 

mirror 

miscellaneous 

mischief 

misdemeanors 

misery 

misfortune 

misnomer 

mission 

mistake 

mistaken 

misunderstanding 

misunderstood 

mixed 

mixer 

mixture 

mobility 

mobilization 

model 

moderate 

moderation 

modern 

modifications 

moistened 

moisture 
molasses 
molded 

momentary 

monetary 

money-making 

monopoly 
monotonous * 
Monticello 

moral 

morality 

morbid 

morgue 

morning 

Morocco 

mortality 

mortar 

mortgage 

mother-in-law 

motherland 

motive 

motorists 
mountain 
mouth-pieces 
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movable 

movement 

mucilage 

Multigraph 

multiplication 

multiply 

multitude 

municipal^ 

municipality 

munitions 

murder 

musculax 

museum 

musicales 

musician 

muslin 

mutual 

mutuality 

myself 

mysterious 

named 

narrative 
narrowed 
narrowness^ 

nasal 

nationality 

nationally 

native 

naturalization 

naturally 

naturalness 

naval 

navigation 

nearest 

nearly 

necessarily 

necessary 

necessitated 

necessity 

needless 
negative 
neglected 

neglects 

negligence 

n^igent 

negotiable 

ne^tiate 

neighborhood 

neither 

nerve-wearing 

neutral 

nevertheless 
New England 
newest 

newspaper 

nibbled 

nickel 

nobility 
noblesse 
noiseless 

nomenclature 
nominal ion > 
noncoip batants 

non-commercial 

non-existing 

nonresident 
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nonsense 
non-skid 
non-smuttmg 

normal 

northeastern 

northern 

northwestern 

Norwegian 

notable 

notary 

notation 

noteworthy 

notice 

noticeable 

notification 

notified 

notwithstanding 

novel 

novelties 

nowadays 

nowhere 

nuisance 

numerical 

nutriment 

nutritive 
obedient 
obligated 

obligation 
obliterate 
oblivion 

observation 

observer 

obstacle 

obstinate 

obstruction 

obtain 

obtainable 

obvious 

occasion 

occasionally 

occupant 

occupations 

occupied 
occurred 
ocean 

o'clock 
octavo 
odious 

offend 
offerings * 
office 

officer 

official 

oftentimes 

oils 

older 

oldest 

Oldsmobile^ 

oleomargarine 

Oliver 

ominous 
omission 
omitted 

omniscient 

onward 

operated 










■■.■■I . — — ^;».... ^.,m...Jk...,.,^„.„^mmmmai:. 




274 



SnORTHAKD VOCABULARY 



operation 

operatives 

operators 

opiaioD 

opportune 

opportunity 

opposite 

opposition 

oppressing 

oppressive 

opprobrious 

optical 

optimism 

optional 

orange 

ordered 

ordinary 

organ 

organism 

organization 

Oriental 

original 

originate 

ornament 

orphan 

otherwise 

ounces 

ourselves 

outcome 

outer 

outfit 

outgoing 

outgrown 

outlay 
outline 
outnumbered 

out-of-town 

output 

outrageous 

outraging 

outset 

outstanding 

outward 

overcharge 

overcoats 

overcome 
overdraft 
overhauled 

overlook 

over-paragraphing 

over-remitted 

. oversight 
overs upply 
overthrow 

overwhelmed 

ownership 

oxidation 

oxidizer 

oxygen 

ozone 

P Pacific 
package 
painfully 

painstaking • 

painter 

palpable 
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pamphlet 

Panama 

panel 

parables 

paragraph 

parallel 

paralysis 

paramount 

parcel 

pardon 
paresis 
Paris 

parliament 

parlor 

partially 

participated 

particular 

particularly 

partisan 
partition 
partnership 

parts 

part-time 

passenger 

passion 
passive 
pastime 

pastures 
patented 
patience 

patient 

patriotic 

patriotism 

patronage 

patronize 

patrons 

patterns 

paymaster 

payment 

pay-rolls 

peanut 

peasant 

peculiar 

peculiarity 

peerage 

peerless 
penalty 
pencil 

penetrate 

penmanship 

pension 

per annum 

perceived 

percentage 

perceptible 
perception 
perfected 

perfection 

perform 

performance 

perhaps 

period 

periodical 

perishable 

permanency 

permanent 
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permissible 

permission 

permitted 

Perolin 

perpendicular 

perpetrator 

perpetual 

perpetuate 

perplexed 

persecuted 

perseverance 

persistent 

personal 

personality 

personnel 

perspective 

perspiration 

persuasively 

pertain 
perusal 
Iierusing 

petition 

petroleum 

pettiness 

phagoc>tes 
pharmacist 
phases 

phenomenal 

philanthropy 

philosopher 

philosophy 

phonographic 

photograph 

photographic 
photogravure 
phraseology 

phrases 

physical 

physician 

physics 
ph> siology 
pianos 

piazzas 

pictures 

pier 

pinch 

pinion 

pioneer 

pious 

piston 

pitiable 

plaintiff 

planet 

planned 

plantations 

plants 

platen 

platform 
pleasant 
pleased 

pleasure 

plenty 

plumbers 

plumbing 

plunge 

pneumonia 





pocket 
points 
poisonous 

policy 

policy-holder 

politeness 

political 

pondered 

poorly 

poplar 
popper 
popular 

popularity 
population 
porcelain 

portable 
portfolio 
portion 

portrait 

portraiture 

position 

positive 

positivity 

possessed 

]X>ssession 
[)Ossibility 
possible 

postage 
postal card 
posted 

poster 

posterity 

postmaster 

post ofBce 
postponed 
postponement 

potatoes 
potency 
potentiality 

pounds 
powder 
power-developing 

powerful 

practicable 

practical 

practice 

precautions 

precedent 

precincts 

precise 

precision 

predicated 

predicted 

predilections 

preference 

preferred 

prejudice 

preliminary 

premises 

premium 

prepaid 

preparation 

preparatory 

prepare 

preparedness 

prepay 
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prepositkni 

preposterouB 

prescribed 

presence 

preserved 

presided 

president 

pressure 

prestige 

IM'esume 

pretension 

prevail 

prevarication 

preventable 

prevention 

previous 

previously 

primarily 

primary 

principally 

principle 

printers 
printing 
prior 

prism 

Prismatic 

private 

privations 

privilege 

probability 

probable 

probation 

problem 

problematical 

proceed 

proceedings 

process 

proclaimed 

procrastination 

procure 
produce 
producers 

product 

productivity 

profession 

professional 

proficient 

profit 

profitable 
profound 
programs 

progress 

progressive 

prohibition 

prohibitive 

projecting 

prologue 

prolong 

prominent 

promise 

promissory 
promotion 
promptly 

promptness 

promulgation 

prone 
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pronounce 

proofs 

propeller 

proper 

property 

proportion 

proposal 
proposed 
proposition 

propounds 

propriety 

prosecute 

prospect 

prospective 

prospectus 

prosperity 
prosperous 
protect 

protection 
protective 
protestation 

proud 

provided 

province 

provincialism 

proving 

provision 

provoked 
proximity 
proximo 

prudence 

Prudential 

psychology 

public 

publication 

publicity 

published 
publisher 
Pullman 

pulpit 

i?ulveroid 

punctuality 

punctually 

punctuation 

punctured 

punished 
purchase 
purchaser 

pure 

purification 

purity 

purple 

purpose 

pursuance 

pursuant 

pursuit 

pyramid 

qualifications 

qualified 

quality 

quantity 

quarry 

quarters 

quarto 

question 

questionable 
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q oick-detachable 

quickeniug 

quickest 

quietly 

quire 

quite 

quota 

quotation 

quoting 

R radiator 
radicalism 
raging 

railroad 
railway 
rainbow 

random 

range 

ransacked 

rapidity 

rapidly 

rarest 

ratification 

ratings 

rational 

readable 

reader 

readily 

readiness 
real estate 
realization 

realize. 

really 

ream 

rear 

rearrange 

reasonable 

reasons 

reassuring 

rebate 

rebore 

recapitulation 

receipted 

receivers 
receiving 
recent 

recently 

recipient 

reciprocate 

recitation 
recklessly 
recognition 

recognize 

recollection 

recommend 

recommendation 

recompense 

reconstruction 

reconstructive 

record 

recourse 

recover 

recreation 

recruits 

rectangle 

rectified 

recurrence 
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redeemable 
redemption 
reduced 

reduction 

re-examination 

reference 

referring 

refigure 

refinery 

reflection 

reformation 

refrain 

refrigerator 

refund 

refunded 

refusal 

refusing 

regarding 

regardless 
regiments 
register 

registrar 

registration 

regret 

regular 

regularity 

regulate 

re§;uIation 

reign 

reimburse 

reinforced 

reinspection 

reinstate 

reiterate 

reject 

rejuvenate 

relating 
relation 
relationship 

relative 

relatively 

relayed 

release 

relentless 

relevant 

reliability 

reliable 

reliance 

relieve 

religion 

reluctance 

remainder 

remarkable 

remedy 

remembering 

Remington 

remit 

remittance 

remote 

remotest 

removed 

remuneration 

remunerative 

rendered 

renewal 

renewed 
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renowned 

rental 

reorganization 

reorganized 

repainting 

repaired 

repeat 

repeatedly 

repetition 

replenish 

report 

representation 

representative 

representing 

reprimand 

reproduced 

reproduction 

Republican 

repudiate 
reputable 
reputation 

request 

requirement 

requisite 

requisition 

resemble 

resent 

reservation 

reserved 

reservoir 

residence 

residential 

resistance 

resistive 
resolute 
resolution 

resort 

resourceful 

resources 

respectable 

respective 

respiration 

responded ^ 

responsibility 

responsible 

restate 

restatement 

restaurant 

restoration 

restore 

restraint 

restricted 

restriction 

resultant 

results 
resamfe 
resumption 

retail 

retailer 

retain 

retirement 

retouched 

returned 

reveal 

revenue 

reverend 
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reverK 

revising 

revision 

reviving 

revolution 

revolutionized 

revolve 
reward 
rewritten 

ribbon 

ridiculed 

ridiculous 

rightful 

rigid 

rival 

river 

roadster 

rock-ballasted 

rock-bottom 

rolled 

Roman 

romantic 

Rotarians 

rotary 

roughly 

roundhouse 

routine 

routing 

royal 

royalty 

rudiment 

rudimentary 

ruler 

rumor 

runabout 

rural 

Russia 

Russian 

ruthless 

sacred 

sacrifice 

safeguarding 

safety^ 

sagacity 

sailings 

sailor 

salable 

salaries 

salesman 

salesmanship 

sample 

sanction 

sanguinary 

sanitarium 

sanitary^ 

satin-finished 

satisfaction 

satisfactory 

satisfied 

savage 

saving 

scale 

scarcely 

scarcity 

scattered 

scenery 
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Schaffner 

schedule 

scholar 

school 

science 

scientific 

scientifically 

scissors 

scold 

scope 
score 
screen 

script 

scruple 

scrupulously 

seamless 

search 

seashore 

seaside 
season 
seasonable 

second 

secret 

secretary 

section 

sectional 

secular 

secured 
securi^ 
seemed 

seemingly 

seize 

seldom 

selected 

selection 

self-confidence 

self-defense 
self -enforcing 
self-evident 

self-explanatory 

self-inking 

self-interest 

selfish 

selfishness 

self-reliance 

self-supporting 

seller 

semi-annual 

seminary 

senator 

sender 

senior ^ 

sensation 

sensational 

senseless ^ 

sensibilities 

sensible 

sentences 

sentiment 

sentimental 

separately 
separation 
separator 

sequence 

serfs 

series 
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serious 

seriously 

sermon 

servant 

serve 

service 

serviceable 

servitude 

session 

settlement 

severe 

sewerage 

shadow 

shapeless 

shareholder 

sharpness 

sheller 

shelter 

shelves 

sheriff 

shipment 

shirt 

shopworn 

shortage 

shortcut 

shorter 

shorthand 

shortsightedness 

shoulders 

shrewdness 

shuttles 

sidewalk 

siege 

sifting 
signal 
signature 

significance 

signify 

silence 

silently 

silverware 

similar 

similarity 

simple 

simplicity 

sincerely 

singular 

sinking 

sisters 

situation 

sizes 

skillful 

slightest 

slippery 

smaller 

smarting 

smelting 

smoothed 

smoothness 

smothered 

Smyrna 

soaps 

social 

society 

sociology 

solace 



,^ ^ 



T\t->, 







^ r\- 




^-^^ 




280 



SHORTHAND VOCABULARY 



soldien 

solemnity 

solicit 

soliciton 

solid 

solution 

solve 

solvency 

somebooy 

something 
sometimes 
somewhat 

somewhere 

sooner 

soothing 

source 

southeast 

southern 

southwest 

souvenir 

Spanish 

sparingly 
sparkluu; 
spasmodic 

speaker 

special 

specialization 

specialty 

specific 

specifically 

specification 

specified 

specimen 

spectacubr 

spectator 

speculation 

speculator 

speedometer 

spherical 

spindle 

spiral 

spirit 

splendid 

spoken 

sponsors 

sporting 

spring 

spruce 

square 

stability 

stafif 

stagnant 

stamina 

stamp 

standard 

standardized 

standpoint 

started 

startled 

starved 

statement 
stationery 
statistics 

status 

statute 

statutory 
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steadfastly 

steamer 

steamfitters 

steamship 
steel -bound 
steerage 

stencil 

stenographer 

stenographic 

stenography 
stereotyped 
sterling 

stem 

Stevens 

steward 

stifle 

stigma 

stimulants 

stimulate 

stimulus 

stirring 

stockholder 

stoicism 

stomach 

stone 

stop-over 

stopping 

storage 

storekeeping 

straighten 

strain 

stranger 

strategic 

strategists 

strategy 

streak 

street 

strenftthened 

strictly 

strife 

strikers 

striving 

strongest 

structural 

structure 

struggles 

stubbornly 

stubbornness 

student 

study 

stuff 

stupidly 

sturdy 

subdivision 

subdued 

subjected 

subject-matter 

sublime 

submarine 

submit 

submitted 

subordinates 

subscriber 

subscription 

subsequently 

subserviency 
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substance 

substantial 

substantiate 

substation 
substitute 
substitution 

subtle 

subtraction 

succeeded 

success 

successfully 

successive 

successor 
suddenly 
suffered 

sufferer 

sufficient 

sugar 

suggested 

suggestion 

suggestive 

suitable 

summary 

summer 

summons 

sunset 

superb 

superfluous 

superhunuin 

superintendent 

superior 

superiority 

supermen 

superseded 
supervision 
supplanted 

supplement 

supply 

supported 

supposed 

supreme 

surety 

surface 
surgery 
surmountable 

surpassed 

surplus 

surprised 

surrender 
surround^ 
surroundings 

survey 

surveyor 

survivor 

susceptible 

suspended 

suspicion 

Sussex 
sustain 
sustenance 

swarm 

sweater 

sweeping 

sweetnen 

swiftly 

swing 
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Swiss 

switched 

sworn 

syllable 

symmetrical 

sympathetic 

sympathized 

sympathy 

symposium 

symptom 
syndicate 
system 

systematic 
systematiaed 
T Ublet 

tabulate 

tabulator 

taciturnity 

tactfully 

tailored 

talented 

tangible 
tanning 
tapest^ 

tare 

tariff 

tasteful 

tavern 

taxation 

taxicab 

teachable 

teacher 

teamster 

technical 
telegram 
telegraph 

telegraphy 

telephone 

temperamentally 

temperature 
temporarily 
temptation 

tempting 
ienacious 
tenant 

tendencv 
terminal 
terminus 

territorial 

territory 

terseness 

testament 

testify 

testimonial 

testimony 
text-book 
textile 

texture 
theater 
themselves 

theoretical 

theory 

therefore 

therefrom 

therein 

thereof 
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thereto 

therewith 

thermometer 

thickness 

third 

thoroughfare 

thoroughly 
thoughtful 
thousand 

threatens 

thrift 

thrUl 

thrive 

throughout 

thrust 

ticket 

tighten 

timber 

time-honored 

tint 

tires 

tissue 
Titan 
toadying 

tobacco 

today 

toiler 

toilet 
token 
toleration 

toll 

tomorrow 

topic 

torpedoed 

totaling 

tough 

toughness 

Toulon 

touring 

tourists 

towels 

township 

traceable 
trackless 
trade-mark 

trader 

tradesman 

traditions 

traduced 

traffic 

trained 

transaction 
transcribed 
transcription 

transfer 

transform 

transit 

transition 
translated 
translucent 

transmission 

transmit 

transmitter 

transmuted 
transparent 
transpired 
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transport 

transportation 

transposed 

trapper 

Itravel 

traveler 

treasure 
treasury 
treatise 

treatment 

tremendous 

trifling 

triple 

triumph 

trivial 

tropical 

troublesome 

truck 

trunk 

trustees 

trustworthy 

tuberculosis 

tubes 

turpentine 

twigs 
two- party 
typewriter 

typewritten 

typhoid 

typical 

XT ultimately 
ultimo 
unarmed 

unavoidably 

unbounded 

unbreakable 

uncertainty 

unclean 

uncommon 

unconnected 

unconsciously 

unconverted 

unconvicted 

underground 

underlying 

undermined 

under-paragraphing 

underscore 

undersell 

undersigned 

understanding 

understood 

understudies 

undertaker 

undertaking 

underwear 

Underwood 

underwriter 

undisciplined 

undivided 

undoubtedly 

unduly 

unequalled 

unexampled 

unexcelled 

unfamiliar 
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iinlavorable 
unfortunate 
unfriendly 

unfurnished 

ungenerously 

unhappy 

unheard 

unhesitatingly 

unification 

uniform 

uniformity 

uninitiated 

unintentionally 

union 

unique 

united 

Umted States 
units 

universal 

universality 

universe 

university 

unknown 

unless 

unlikely 

unlimited 

unlisted 

unmistakable 

unnatural 

unnecessarily 

unnecessary 

unoccupied 

unorganized 

unoxidized 

unparalleled 

unpleasant 

unprecedented 

unprepared 

unpromising 

unpropitious 

unquestionably 

unquestioned 

unreasonable 
unrecognized 
unrest 

unrestrained 

unsanitary 

unsatisfactory 

unselfish 
unsocial 
unsold 

unsuccessful 
unsurx)assed 
unsympathetic 

untenable 

untiring 

unused 

unusually 

unwelcome 

unwilling 

uphold 

upholstering 

uplift 

upFjermost 

upright 

up-to-date 




n 



(A.^ 



3^ .'M....._.J\ 





upward 
urgencv 
urgently 

useful 

usefulness 

utensils 

utilities 

utilization 

utterly 

V vacancy 
vacated 
vacation 

vagueness 

valley 

valuable 

valuation 

valve 

Vanadiol 

vanilla 

variable 

variation 

variety 
various 
varnished 

vastly 

vat 

vault 

v^etable 

vehicle 

velvet 

vendor 

veneered 

ventilation 

ventilator 
venture 
Vera Cruz 

verbally 

verbatun 

verdict 

verify 
versed 
versus 

vertical 

vestibuled 

vest-pocket 

vexation 

vibrant 

vibrating 

vicinity 

vicious 

victim 

victorious 

vigorous 

vigorously 

vilify 

vinmcate 

vinegar 

violated 

violation 

violators 

violent 

virtually 

visible 

vision 

visionary 

visits 
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vital 

vitality 

vocabulary 

vocation 

vocational 

vociferous 

volume 

voluntarily 

voters 

voucher 

vouchsafed 

voya«:e 

voyagcn 

vulgar 

wages 

wa^oa 

waiting 

waiven 

Wanamaker 

wanderers 

wanton 

wardrobe 

warehouse 

warfare 
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whoever 

wholesale 

wholesalers 

wholesome 

wholly 

widens 

widespread 

wife 

wilderness 

wilfully 

willingness 

Wilson 

Wiltons 
windows 
Winston 

winter 

wire 

wisdom 

wiser 

withdrawal 

withdrawn 



withhold 
withstand 

^' - ^ ^ ^ witnessing 

warmmg ,^ ^"^ cX? c^ , „ 

warned ^^ - woefully 

warrant ' women 

iraflh' F — ^ wonder 

waste"* ...w ^. ..Zi. I^— wonderfully 

wasteful 1 wooden 

tch d f 9 ' " ^ woolen 

Jttchfulne« .ter? '_^- Woolworth 

waters wordmg 

, a., ^ o worker 

waxless ->. ^^ — ^*— p , . 

waybUl ./rs. ....Ji,...^ - workmgmen 

weakness J V workmanship 

_ 3 " >i workmen 

weapon ? ^X| ^-^^.z u 

wearied !ji - .Z^. .....6-<?^™~«^!^ world 

wearing world-conflict 

weather V. ^ """""L, 

weave .ZITV- — -^--- ^onUA 

Webster A -^" worthmess 

wedge 7 ^ i_ '^'''^^ 

weekdays _/ k wrappers 

weekly . wrecked 

weighed *1 -^ ^ ""'f"'^ 

weighers _.l JL^. ^...i— wringer 

weight d writer 

welcome / -^^ ^ /-| ''^fS 

.welfare C „ L..S^....C .L...- Y yachtsmen 

well-conducted ^ | yard 

well-demonstrated ^-i /- /"— ^> ^*™ 

wsll-esta blished M....Lr:^ U.l 0. yellow 

well-organized "I \ yeoman 

western "^ ' ^ I '^T^'' 

wharf ...ZV ^. L- yielded 

whatever young 

whatsoever I ^ /^ y°"°«!J 

wheels ...k , ^. Q:,:^..- yourself 

whence V_ Z ^eal 

1. - ^ zero 

whereas ^/\ ^9 -^-^ 

wherein ^ji;(^.. /.. Cr^ A- 

whether 1 «»nc 

whichever 7 

whisper JU^ ^ — 

whistle 
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CITIES AND TOWNS 



A Akron 
Albany 
Albuquerque 

Alexandria 

Allentown 

Alliance 

Altoona 

Amsterdam 

Asheviile 

Ashtabula 

Atchison 

Atlanta 

Atlantic City 

Auburn 

Augusta 

Aurora 

Austin 

B Baltimore 

Bangor 
Battle Creek 
Bay City 

Bayonne 
Berkeley 
Binghamton 

Bhrmingham 
Bloomington 
Boise 

Boston 

Bridgeport 

Brockton 

Brookline 

Buffalo 

Butte 

C Calumet 
Cambridge 
Camden 

Canton 

Carbondale 

Carson 

Cedar Rapids 

Charleston 

Charlotte 

Chattanooga 

Chelsea 

Chester 

Chicago 

Chicopee 

Cincinnati 

Cleveland 
Clinton 
Colorado Springs 

Columbus 
Concord 
Council Bluffs 

Covington 
Cumberland 
D Dallas 

Danville 

Davenport 

Dayton 

Decatur 
Denver 
Des Moines 
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Detroit 

Dubuque 

Duluth 

Dunkirk 
B East Liverpool 
Easton 

East Orange 
East St. Louis 
Eau Claire 

Elgin 

Elizabeth 

Elmira 

El Paso 

Erie 

Evansville 

Everett 
F FaLrview 
Fall River 

Fitchburg 

Flint 

Fond du Lac 

Fort Wayne 
Fort Worth 
Freeport 

Galveston 
Gloucester 
GloversviUe 

Grand Rapids 
Green Bay 
Grove City 

H Hackensack 
Hagcrstown 
Hamilton 

Hammond 
Harrisburg 
Harrison 

Hartford 
Haverhill 
Hazel ton 

Hoboken 
Holyoke 
Houston 

Huntington 

1 Indianapolis 
J Jackson 

Jacksonville 
Jamestown 
Jersey City 

Johnstown 

Joliet 

Joplin 

K Kalamazoo 
Kansas City 
Kingston 

Knoxville 

L La Crosse 

Lancaster 

Lansing 

Lawrence 

Lebanon 

Lewiston 

Lexington 

Lima 

T^incoln 
Little Falls 
Little Rock 
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Lockport 

Logansport 

Lorain 

Los Angeles 

Louisville 

Lowell 

Lynchburg 
Lynn 
H Macon 

Madison 

Maiden 

Manchester 

Mansfield 

McKeesport 

Medfora 

Memphis 

Meriden 

Miami 

Milwaukee^ 

Minneapolis 

Mobile 

Moline 

Montclair 

Montgomery 

Mt. Carmel 
Mt. Vernon 
Muskegon 

Muskogee 
N Nashville 
Newark 

New Bedford 
New Britain 
Newburgh 

New Castle 
New Haven 
New Orleans 

Newport 
New Rochelle 
Newton 

New York City 
Niagara Falls 
Norfolk 

Norrbtown 
O Oakland 
Ogden 

Oklahoma 

Omaha 

Orange 

Oshkosh 
P Parkersburg 
Pasadena 

Passaic 

Paterson 

Pawtucket 

Peoria 

Perth Amboy 
Philadelphia 

Pickett 

Pittsburgh 

Pittsfieldf 

Plainfield 
Port Huron 
Portland 

Portsmouth 

Pottstown 

Fottsville 
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Poughkeepeie 

Providence 

Pueblo 

Q Quincy 
R Racine 
Raleigh 

Reading 

Richmond 

Roanoke 

Rochester 

Rockford 

Rome 

S Sacramento 
Saginaw 
Salem 

Salt Lake City 
San Antonio 
San Diego 

Sandusky 
San Francisco 
San Jose 

Savannah 

Schenectady 

Scranton 

Seattle 
Sedalia ^ 
Shamokin 

Sharon 

Sheboygan 

Shenandoah 

Shreveport 
Sioux City 
Somerville 

South Bend 
South Omaha 
Spartanburg 

Spokane 

Springfield 

Stamford 

Steelton 
St. Joseph 
St. Louis 

St. Paul 
Sunbury 
Superior 

Syracuse 
T Tacoma 
Tampa 

Taunton 
Terre Haute 
Toledo 

Topeka 

Toronto 

Trenton 

Troy 

U Urbana 

Utica 

Y Vincennes 
ur Waco 
Waltham 

Washington 

Waterbury 

Waterloo 

Watertown 
Waukegan 
West Chester 
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West Hoboken 
Wheeling 
White Flams 

Wichita 
Wilkes Barre 
Wilkinsburg 

Wflliamsport 

Willimantic 

Wilmington 

Wobum 

Woonsocket 

Worcester 

Y Yonkers 
York 
Youngstown 

Z Zanesville 




STATES AND TERRITORIES* 

Alabama /^ C "^ 

Alaska i:~;A<:^ ij*-- d^a,..*. 

Arizona 

Arkansas "\ ^^'""V ^ j /\ 

California —-U~ ^^..fc--.^--..». 

Colorado • / 

Connecticut \/''z 1 

Delaware «»^- -••*^-*- ---^^ 

District of Columbia 

Florida C/1 7 KT 

Georgia -.>s4...I....-...,...y -T-*- 

Idaho >^ '« NTX 

Illinois C—, '^ ' 

Indiana — -*' =— .«a»s;^ 

Iowa 

Kansas f^^ 

Kentucky -,«-»-.. — ~» a:^- 4^^^ 

Louisiana *r^ ^.^ 

Maine ^ ^ x^-v/' •/ 

Maryland --^ — ' ^^^^ — 

Massachusetts ,.— >_o /'-^ 

Michigan O '^"'^ 2^- 

Mmnesota^ — -^ -> — 

Mississippi v \ 

Missouri ^.^^^y^ ^-. \ 

Montana -^r^zc. .-.~-«r:;>:^ — *- 

Nebraska — ,, 

Nevada ^""X^ '' J.. jl 

New Hampshire — ...i^-.- v 

New Jersey 1 v^_^ * /' 

New Mexico < , ' ^Y 

New York ,i;»;a„-s:=>--«"" '••••• w*- 

North Carolina ^^ 

North Dakota "^^ ^^ ^ . 

Ohio -^ — ]•"-'■' "■■ """""'-^ 

Oklahoma " • \ ,/» 

Oregon " ^ _ \ 0^ 

Pennsylvania »..-...— 5?- _ „ 

Philippine Islands 

Porto Rico \/i/Z~ y\> ..x^OCX- 

Rhode Island -V:....*:. <::. tr- -^-^-^ 

Samoa 

• For Abbreviations see Appendix C, page 254. 



South Carolina 
South Dakota 
Tennessee 

Texas 

Utah 
Vermont 

Virginia 
Washin^on 
West Virginia 

Wisconsin 
Wyoming 
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APPENDIX D 

READING AND WRITING PRACTICE 

Accuracy in reading shorthand is as essential as accuracy in writing it. 
This appendix provides a series of graded exercises in shorthand which can be 
used to advantage in training dictation students to read and write their system 
with facility and accuracy. Such practice is valuable in forming the student^s 
style in his beginning dictation work, since writing from engraved shorthand 
not only gives him practice in proper execution but stores his memory with the 
best outlines for many common words and phrases. 

These exercises provide ample material when practice work of beginning 
dictation classes is to be prepared from engraved shorthand. One hundred and 
twenty-five letters and twelve articles are outlined. The material on pages 
289 to 299 is keyed by every other letter and Articles 1, 5, 10, and 15 in Section 
One. Pag«s 300 to 321 contain the notes for seventy-five letters and eight articles 
for which no key is given. This new matter is counted, and the letters are num- 
bered from 351 to 425 and the articles from 71 to 78. 



In writing the outlines in the Shorthand Vocabulary, advantage has been taken 
of certain valuable reporting expedients. A list of these follows: 

1. The prefix -«x, when preceding a double consonant, may be contracted by the 
omission of K, See the following examples in the Vocabulary: experiment^ explain, 
exploration. 

2. The prefix -inter {-efiter, -intro) may be joined. See the outlines iot interwoven 
introduction J entertain. 

3. The suffix -6/«, -hly may be represented by the 5-stroke when Bel cannot be 
conveniently joined. See negotiable^ preventable. 

4. The iC-stroke may be omitted in the suffixes -action, -w:tiony and 'fication. See 
subtraction, notification, gratification. 

5. The suffix -fid, -fully may be represented by the F-stroke as in gam/u/. Fol- 
lowing a straight stroke, -ful, -fully may be represented by the F-hook. See earful, 
grateful, watchfulness. 

6. The suffixes -self, -selves may be joined. See myself, himself, themselves, 

7. The suffix -ship may be joined. See friendship, workmanship, township. 

8. The suffix -tial, -tially may be omitted after an If -hook. Se^residenUal, sub- 
stantial, prudential. 

9. The medial A'^-hook may be omitted before the suffix -ment. See abandonmentf 
postportement, disappointment. 

10. The Kw or Gw may be omitted between ng and sh. See distinguish, extinguish. 

11. T may be omitted between S and another consonant. See domestic, ballistic. 
In the Vocabulary are also given a few reporting word-signs and contractions. 

See, for example, liberty, measures, questionable, property, publication, neglects. 
The shorthand exercises are written in the Amanuensis style. 
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